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FASTDATA WEB INTRODUCTION

BENEFITS

FASTDATA WEB:

o Operates in a web-based environment

Provides the capability to manage funds at various levels to allow individual
Command flexibility

Offers processing of multi-year appropriations

Processes O&M,N; Allotment; RPN; MPN; and RDT&E funding types
Offers the opportunity to upload authorizations and RC funds to STARS-FL
Assigns document numbers for source documents or memo records
Captures transactions for submission to STARS-FL

Provides a methodology for reconciling with STARS-FL

Provides reports for funds management

e Up-to-date status of available funds

e Detailed document history reports

HOW TO REPORT TROUBLE CALLS

FASTDATA Web has introduced new functionality that allows the FA assigned to Funds
Management privileges to be able to move and rearrange Financial Framework in certain cases,
and this new functionality may allow the FA to resolve many of the issues that arise at the Site.
Therefore, to allow the FA to determine the type of trouble call that is being addressed, all issues
requiring assistance should be filtered through your FA as follows:

« Tier 1: Site users should contact their Funds Administrator.

« Tier2: Site users should contact the Alternate System Administrator for his FA

« Tier3: Site users should contact the FASTDATA Help Desk for issues dealing
with database corrections, technical issues or connectivity problems.

FASTDATA Help Desk Contact number:  1-850-452-1001, Option 1, then Option 5
FASTDATA Email address: Fastdata.helpdesk@navy.mil

For after-hours support, you can email the nature of your problem to the above Help Desk email
address, and it will be addressed first thing the following business morning.
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SYSTEM STRUCTURE

Implementation of the Web begins with the Database Administrator (DBA) who will create a
System Administrator (SA) Role for a Command’s chosen representative and will provide
him/her a User ID and password. This person is automatically associated with your Major
Command and assumes implementation duties. Upon receiving required forms from the
requesting command, the DBA is also responsible for creating FASTDATA Web users for each
activity and assigning these users a default password.

The System Administrator will then proceed to establish Roles within FASTDATA Web and
will assign users to these roles. Every FASTDATA user must be assigned to at least one Role.

ROLES USED WITHIN FASTDATA WEB

System Administrator (SA)
Major Command (MC)
Component Command (CC)
Resource Manager (RM)
Fund Administrator (FA)
Site

System Administrator (SA)

The System Administrator (SA) is an individual who has the capability to maintain user accounts
that were established by the DBA,; create user roles for all other application levels (Component
Command (CC), Resource Manager (RM), Fund Administrator (FA), and Sites); assign users to
roles, create FA and Site workgroups which define the level of access for user roles, and assign
users to those workgroups.

The primary System Administrator (SA) may assign Alternate System Administrators and
determine the level of authority at which they may function.
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Major Command (MC)

A Major Command may be a bureau, office, command, or headquarters designated as an
administering office under the Operation and Maintenance appropriations in NAVSO P-1000.
Navy Major Commands receive operating budgets directly from the Chief of Naval Operations
Fiscal Management Division (N-82).

The Major Command may be part of what is known as an “Upper Level” funding chain so that in
addition to initially entering the funds at the Fund Administrator (FA) level, the option now
exists to enter funds at a Major Command, Component Command or Resource Manager level.

For example, the Major Command may establish a Resource Authorization in which he enters
the funds. Subsequently, he would distribute some or all of those funds to the Fund
Administrator, either directly or via a Component Command and/or Resource Manager.

This upper level configuration will allow a hierarchical system of user accesses that will also
allow drill-down and roll-up views of a command’s accounting and financial framework.

Component Command (CC)

A Component Command may be a Bureau, office, or command designated as an administering
office that receives their operating budget from a Major Command.

In FASTDATA Web, the Component Command may also be part of the “Upper Level” funding
chain discussed above under Major Command. The Major Command may pass funds through
a Component Command to the FA. If this capability is used, the Component Command has
enhanced visibility of the work being done at the FA and Site.
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Resource Manager (RM)

A Resource Manager is the head of a staff element responsible for the management of a specified
appropriation or its subdivision, revolving fund, or for the management of the overall manpower
authorization. A Resource Manager may bear the title of comptroller, appropriation, budget
program, or budget activity manager and may be responsible for numerous FAs.

The Resource Manager may be part of the “Upper Level” funding chain discussed above under
Major Command. The Major Command may pass funds through a Resource Manager to the

FA. If this capability is used, the Resource Manager has enhanced visibility of the work being

done at the FA and Site.

Fund Administrator (FA)

A Fund Administrator has control of the money designated for a particular Line of Accounting
(LOA). The money for the fiscal year’s appropriation may be received by the FA from his Major
Command, Component Command, or Resource Manager or may be entered at the FA into a
Resource Authorization. The FA will still be responsible for establishing the Financial
Framework of his Command.

The FA funds must be divided and made available to the FA's associated Sites. The money that
the FA distributes to each Site can be Direct and/or (Funded) Reimbursable. Direct money is the
FA’s obligation authority that will be used by Sites to obligate for their own needs, i.e., supplies,
office equipment, utilities, etc. Reimbursable funding is money that the FA has received from
another activity, citing the other activity's LOA, for the purpose of supplying goods or services to
the requesting activity (i.e., developing software for them).

Once a Site has created its documents and generated transactions, the data is transmitted to the
FA for review. The FA then sends this data to the official accounting system (STARS-FL).
STARS-FL will, in turn, gather all the expenditures (payments) that are for a particular FA and
export them to the respective FA. The FA will import these expenditures from STARS-FL and
then release them to the individual Sites that originally created the obligation transaction, thus
completing the cycle of the document.

Site

A Site may be a department, division, directorate, or sub activity that receives its control data
(funding) from the Fund Administrator.

Sites are created by the System Administrator and associated with an FA. When that FA creates
the financial framework, each OPTAR must also be associated to a Site to indicate which entity
(Site) will be creating documents against that OPTAR’s budget. Once the financial framework is
received from the FA, Site users can begin creating documents. These documents generate
accounting transactions (commitments, obligations or accounts payable) that flow through the
FA to STARS-FL.
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FINANCIAL FRAMEWORK

The Financial Framework is created by the FA and contains levels of financial control data
consisting of a Responsibility Center, Operating Target, Authorization, Job Order Number and
Serial Range. Each is defined below:

Responsibility Center (RC)

The Responsibility Center record reflects all or a portion of the money allotted to a particular line
of accounting by the Resource Authorization. It will be associated with an Appropriation, BCN,
Subhead, BP/Allotment, SA/OB Suffix and AAA Code. Each RC may have one or many
Operating Targets (OPTARS) attached to it.

Operating Target (OPTAR)

Within an RC, the OPTAR will identify certain types of money control such as whether the
money source is Direct (from Major Command) or Reimbursable (from another activity). The
OPTAR record contains a “check for funds” feature that allows for more control over the
associated Site’s spending. An OPTAR can never be attached to more than one RC. Each
OPTAR can have one or many Authorizations attached to it.

Authorization (AUTH)

Each Authorization is given only direct or reimbursable money as is dictated by the owning
OPTAR. The Authorization will identify different types of money control within the OPTAR
such as Ceiling or Fenced and Labor or Other (non-labor).

An Authorization can never be attached to more than one OPTAR; however, multiple
Authorizations can be attached to one OPTAR. Each Authorization can have one or many Job
Order Numbers attached to it.

The FA will distribute dollars at this Authorization level, and the dollars roll up to the assigned
OPTAR level.

Job Order Number (JON)

JONSs are used to capture dollars spent when Sites input financial transactions. They are used as
a means to identify a specific line of accounting by their attachment to AUTHs, OPTARs, and

ultimately an RC. JONS may be created in FASTDATA and uploaded to STARS-FL or may be
created in STARS-FL and brought into FASTDATA.
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Serial Ranges

Serial Ranges are provided to Sites for use in automatically assigning the last 4 positions of a
Milstrip DCN and the last 5 positions of an SDN. For example, a Milstrip DCN would begin
with a service code and UIC, followed by the julian date. The last four positions are derived
from the serial range established by the FA.

NO0188 3091

A standard document number (SDN) also begins with the service code and UIC, but it is
followed by the 2-position fiscal year and the document type. The last five positions are derived
from the serial range established by the FA.

N00188 13 TO _
Serial ranges may be set up for one document type or may be set up to accommodate all
document types.

Serial Ranges can be established so that the Site can use the range when creating documents for
any existing OPTAR - OR - the range can be established so that it is specific to only one OPTAR.
To accomplish this, the FA would have to “Set Site” and then choose the desired OPTAR from
the RC/OPTAR dropdown.

Serial Ranges cannot overlap the Beginning or Ending Serial Number of another Serial Range
for the same document type within the same SDN UIC.

The Fund Administrator has the capability to deactivate/reactivate and/or delete a serial range

that has been released to a Site. The steps required for these actions are provided in your On-
Line Help.
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FASTDATA WEB NAVIGATION

When the FASTDATA Site user types in the WEB URL for FASTDATA, a Legal Notice page
will appear. After reading it and clicking OK, you will see a screen similar to:

Please Login

Uzername:

Pazzword:

For first time use of FASTDATA, enter the Username and Password that was provided. Your
CAC will be enabled for future logons. Once connected to FASTDATA, this first screen

displays:

A Funds Administraton and Standardized Document Automation System

ASTDATA Version REL_10-1K.0022 FY/QTR: 201311 Home | Help | Logout

Please Select a Role
(EDUC00) OFF00 - OFFICER PROGRAMS v

| select |

In the “Please Select a Role” dropdown list, the highest level assigned will be the first role on the
screen. All assigned roles will be visible by using the dropdown list arrow. Select the applicable
Site to reach a screen similar to:

" N

ASTOATA Versios
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If assigned to more than one role, use the dropdown list at the top right of the screen to switch
from the present role to another by highlighting and clicking on the desired new role and select
Change Role.

Note that the FASTDATA Version is shown on the top left of the screen, reflecting the version
of the FASTDATA application currently being used. Other header items are:

e Current Role - The role the user has selected for this FASTDATA session. This display
will include the FA 1D of the FA associated with the Site and the Site ID.

e FY/QTR: Indicates the FY/QTR in which the user is signed on to work. This may be
changed, if desired. See “Change FY” below.

e Home — Selection of this header item returns the user to the Main Menu. (To get from
one Menu item to the next, selecting HOME will always close what is currently open
and returns to the Site’s main menu so another menu item can be selected.)

e Help - Select Help to view online help for the current page.

e Change FY - Allows user to change the Fiscal Year in which to work. (To run reports or
perform any function in other than current Year, select this option.)

e Logout - Select Logout to return to the FASTDATA Login page.

Under the header bar and on the left side of the screen note the Site functions that are displayed.

AA—

COARTIAIR v e

ASTOATA Varsioe

Each of the menu items is associated with additional “sub-menu items.” These are discussed on
the subsequent pages.
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SITE FUNCTIONS

GENERAL INFORMATION....PLEASE READ!!

The FASTDATA Site application allows Sites to manage their funds based on the funding
thresholds established by the FA. The Site application allows users to create requisition
documents and release accounting transactions to the FA. The Site software provides source,
memo, initiation, and supplemental document generation.

FASTDATA provides automatic generation of accounting transactions that travel via the FA to
STARS-FL. After transactions have been expended in STARS-FL, the expenditures are
transferred to the FA and the FA releases valid expenditures to the appropriate Sites for posting
to the FASTDATA records.

The FASTDATA Site application allows a user to change Sites without exiting the application,
and switch to a different fiscal year.

The Fund Administrator or Resource Manager can lock any Site for month-end reconciliation
with STARS-FL. If locked, user access depends on the assignment made by the System
Administrator. A user may have been given full, view-only, or no access to the locked Site.

Keep in mind that any time a user selects CLOSE prior to selecting SAVE, all Input or
Changes will be lost and the user will be taken back to the prior screen.

In addition, FASTDATA users should not use the Browser Back Button, as the selection of

HOME or CLOSE will perform this function, depending on what screen the User is working on.

All Site user access rights are defined at the System Administrator level.
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HOW TO CREATE A FASTDATA DOCUMENT

All FASTDATA documents are created by taking the same initial steps outlined below.
Throughout the manual, for each individual type document being discussed, it is assumed that ,
the users are signed on to FASTDATA and have taken these steps:

Step 1 Log into the FASTDATA WEB URL provided by the System Administrator.
Enter assigned Username and Password for initial login. (Username and Password are also
provided by the System Administrator.) Subsequently, CAC IDs will be enabled for future
logons.

Step 2 Select Site from the dropdown list in the “Please Select a Role” area.

Please Select a Role

974405) 75 - 7500 FUNDING w

Step 3 From the menu on the left side of your screen, select Documents, New Document.

Documents...
Mew Document -
Dizplay Document
Document Summary

Update Document

Accept Document...

Amend Document
Contract Process...
Cancel Document
Reinstate Document

Print Document
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Step 4 Highlight and click on the document type from the New Document Select screen. Select
the Memo or Supplemental tab when appropriate.

Mew Document Select

oo1145
DD1155
001348
0013485
DDza2
OD443
NCZZT5
NCZZTE
HCZ2T8A
SF1154
SF182
SF30

Source

| vViemo SUpplementa

Requizsition and Invoice/Shipping Document
Purchaze or Delivery Order

WILSTRIP Requisition

MILSTRIP Reguizition (Long Form)

Printing Requizition/COrder

Miltary Interdepartmental Purchaze Request
Order for Work and Services

Reguest for Contractual Procurement

Order for Work and Services/Direct Citation

Claim for Reimburzement

Authorization, Agreement and Certification of Training

Modification of Contract

CREDIT CARD Credit Card Document

Step 5 Select a serial range. This type screen will only appear if the FA has provided more than
one serial range for use on the chosen document type. Otherwise, the system goes directly to the

document form.
Select Serial Range
Description  Beginning Ending Last SDN UIC RC/OPTAR
Cyber-General CY700 CYao0D Cy734 65299 MSA
SAT 302 #2 CY800 C¥820 00000 65299 MSA

Step 6 The selected document form will appear. See each individual document listed in this
Guide for further instructions pertinent to that particular document.
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HOW TO PRINT A FASTDATA DOCUMENT

All FASTDATA documents are printed by taking the same basic steps as outlined below:

Step 1 From the menu on the left side of your screen, select Documents, Print Document.

Documents...
Mew Document
Dizplay Document
Document Surnmary

Update Document

Accept Documnent...

Amend Document
Contract Process. ..
Cancel Document

Reinztate Docurnent
Print Document -

Step 2 Select the document to print by putting a check mark in the box to the left of the DCN
column and click Print. (The newest documents will appear on the top of the list due to the
default sort order of Created Date.) If it is not readily visible, use the Filter section at the top of
the screen to help find it. See the next page for further details about using the Filter section.
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Select Document For Print

Filter

DCN:

Created Date:

OPTAR Log:

Document Type:

) Printed

(3 Not Printed

Local Code:

v

@ Al Documents
O WMy Documents

PAGE: 1 2 3 45 ==

Status:
Sort Order:
Created Date | v

O Ascending
@ Descending

Results
/DCN

Printed Amend Memo Status Exported

OPTAR Log

Document Type Local Code Created Date

I:‘ NB529910WXCY742 N 00 Complete b 11 AUG 25 TEST 2 NC2276A a/25/2010
I:‘ NE6529910WXCY741 N 00 Complete b AUG 25 TEST 1 NC2276A a/25/2010
I:‘ N6529910RCCY740 N 01 Complete b AMD 1 NC2276 8/23/2010
I:‘ N6529910RCCY740 N 00 Complete b Aug 23 Test 1 NC2276 8/23/2010
I:‘ N6529910MPCY725 N 02 Complete b AMD L1 D448 6/14/2010
I:‘ NB6529910WRCY738 N 03 Accepted b Jun14Test3 NC2275 6/14/2010
I:‘ NB6529910WRCY738 N 02 Accepted b Jun14Test2 NC2275 6/14/2010
I:‘ NB6529910WRCY738 N 01 Accepted b Junl4Testl NC2275 6/14/2010
I:‘ NB6529910WRCY738 N 00 Accepted b ACID NC2275 6/10/2010
I:‘ NB6529910WRCY737 N 02 Complete b AMD 2 NC2275 6/10/2010
=

The Filter section of the Select Document For Print screen, as shown above, provides the
opportunity to enter specific search criteria; thereby reducing the number of pages in the Results
section. The user may search by DCN, OPTAR Log, Document Type, Local Code or Status. If
you select a date from the Created Date calendar and the “Between” choice in the drop list, an
additional Calendar will appear, allowing to filter between two specific dates.

Enter the full value or a portion of the value with a leading and/or trailing asterisk (*) that serves
as a wildcard. Dictate the way the list is displayed by using the Sort Order drop list and the
Ascending/Descending options. Request documents that have been printed previously or those
that have not been printed, and request All Documents or just the ones you created by selecting

My Documents.

FASTDATA Web Site
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Step 3 After clicking Print, for the DD1348 only, select the number of copies to have printed per
page and then select Submit Query. NOTE: Special instructions are also required for the

NC2275, NC2276, NC2276A and SF182 as discussed below.

[ Submit Query ] [Heset]

DD1348 Doocument Print

Select number of

doouments to print 1 |w
per page: m
2
3

For some documents, such as the NC2275, NC2276 and NC2276A, choose whether to have the
instruction sheet printed. Choose N or Y and click Submit Query.

[ Submit Query ] [Heaet]

HC2276 Document

Print the instroction sheet that M
corresponds to the 2276 Doocument?

Dec 2012
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A special screen appears for the SF182 as shown below. Answer the question on the print query
screen and then click on submit query.

[ Submit Query ] [Resm]

Document 182 Print

Print Date of Birth? (¥/N) N
Print Home Address and Phone? (Y/N) M
Print Privacy Act? (Y/N) N

Print Continued Service Agreement? (Y/N) |y
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Step 4 All documents will be displayed before making the final print choice. Run the cursor over
the bottom of the form to see an option bar. Click the printer icon and a Print Screen appears.

Print E|
Printer; w | [ Properties ] [ Advanced ] Heln @
Copies: |1 s
Pages to Print Comments & Forms
(O | Dacurnent and Markups W

Current page

Pages |

b More Cplions 8.5 x 11 Inches

Page Sizing & Handling @ . —.:-:-:_"

| EE Size | Ejl] Poster | | IE Multiple | | E| Booklet |
Size Options:

CIFit

) Ackual size

(%) Shrink cversized pages

[]choose paper source by PDF page size

Print on both sides of paper
(%) Flip on long edge ) Flip on shart edge

Crrientatian: [ p—
(%) Auto portraitflandscape

{:} Partrait

() Landscape Page 1 of 1
Want to print colars as grayv & black? @

—

I Print ][ Cancel ]
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FASTDATA SOURCE DOCUMENTS

DD1348, MILSTRIP REQUISITION

Purpose

The primary purpose of the DD1348 is to order material through the supply system. For the
DD1348, the document number is a Military Standard Requisitioning and Issue Procedures
(MILSTRIP) document number that is 14 digits long.

A complete list of MILSTRIP codes are contained in NAVSUP Publication 437 or NAVSUP
Publication 485. However, you can quickly locate commonly used codes and definitions by
referring to the MILSTRIP/MILSTRAP Desk Guide, NAVSUP Publication 4009.

Generated Transaction

Creation of the DD1348 in FASTDATA generates an obligation (AO) transaction that is
transmitted to STARS-FL as an execution code 540. A funding validation check is performed at
the time the DD1348 is created to ensure that there are sufficient funds in the OPTAR to support
the requirement.

How to CREATE a New DD1348
Site users with the necessary access can add, update, and view source and memo DD1348
documents. Access rights are defined by the System Administrator.

The DD1348 is a single ACRN, single line item format.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the DD1348 document.
REQUIRED FIELDS:

SEND TO

Enter the supply source to which the document is being sent. Select the dropdown arrow
to view a list of three-digit address codes that have been established to identify the supply
source. If the one needed has not already been established, type in the new code and
address information. Upon saving the document, user will be prompted to ADD the new
code and address to the address book, thereby making it available on future documents.

A, SEND TO:
W

BBR
HNZ
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REQUISITION IS FROM
Enter the name and address of the requisitioner. Select from the drop-down list or enter a
new code and address information as described above.

B. REQUISITION IS FROM:
W

QUANTITY - Enter the number of units ordered.

QUANTITY

25|26‘2?|28|29

0

Source/Initiation - Select the applicable radio button (default is Source). Create an
Initiation document when a requirement is known but funding is not available at the time
of creation. An Initiation does not affect available funding and is not exported to
STARS-FL. Because it is not exported; it can be updated at any time. Once approval is
obtained, it can be changed from Initiation to Source via the Update Process. At that time,
the document will affect available funding and will be exported to STARS-FL.

G} Source
D Initiation

OPTAR Log - Enter the names of items being requisitioned or the log entry that will be
printed on reports.

OPTAR Log:

JON - Select the required job order number (JON) from the dropdown list.

JOMN

Expense Element - Enter a value for the type of obligation or expense element charge
below the Function/Sub-function level. The default value on a DD1348 is T, for Supplies.
Select the dropdown arrow if you wish to change the default value.

Expense Element:
T - Supplies b
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OMB Object Class - Enter an Office of Management and Budget object class
designation. With an Expense Element value of T (as shown above), the only valid value
for OMB Object Class is 260.

OMBE Object Class: | 260 [¥

OPTIONAL FIELDS:
Description - Block C provides space to enter a description of the item being ordered.

DOC IDENT - A 3-character code that identifies the purpose and use of a document (i.e.,
requisition passing action, status card, receipt, or adjustment) in the system to which it
pertains.

Routing Identifier - This code represents the address of the intended recipient of the
document; denotes the actual consignor of the material; or identifies the supply activity
originating the action.

M & S - The one-character Media & Status code indicates the recipient of status and the
means of transmission.

STOCK NUMBER - The first four positions of the National Stock Number identify the
Federal Supply Class (FSC) and positions 12 through 20 identify the National Item
Identification Number (NIIN).

UNIT OF ISSUE - Identifies the standard of measurement to determine quantity, such as
EA for each or BX for box.

DOCUMENT NUMBER (System Generated) - The Document Control Number will
be generated with service code, UIC of Requisitioner, Julian date of creation and four-

digit serial range once the document is SAVED successfully. This is controlled by the

serial range set up passed to the Site Framework.

DOCUMENT NUMEBER

SERY | REQUISITIOMER DATE SERIAL

20 21 22 23 24 35 36 37 38 39 [ 40 | 41 | 42 | 43

DEMAND - One-character code that indicates future demands on an inventory item.
Select the desired value from the dropdown list.

SUPPLEMENTARY ADDRESS - Six-character code that identifies an activity by
service code and UIC and is only used with specific signal codes.

SIG - One-character signal code identifying the activity that is to receive the material and
the activity to receive the billing.
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REMARKS - May contain a description or comment of up to 200 characters.

FUND - A 2-character abbreviation for a line of accounting. Along with the Signal Code
and Service Designator Code, the FUND code identifies funds chargeable to a contractual
procurement, Navy Stock Fund, and MILSTRIP/MILSTRAP requisitions. This code
denotes the funding accounting data applicable to the item being ordered. The 1% position
indicates the Type commander or Bureau Control Number (BCN) to which the item is to
be charged; the second position indicates the purpose of the expenditure or obligation.

DISTRIBUTION - A 3-character code that identifies (first position) a monitoring
activity, when additional status must be furnished, and (last two positions) an Accounting
Code/Cognizance Symbol. If user does not have a Distribution code to enter but have a
value to enter for Cog, you can enter a space for the first position, followed by the two-
character value for Cog. You can also leave the entire field empty.

PROJECT - A 3-character code identifying a specific project.

PRIORITY - Identifies the combination of the Force Activity Designator and the
Urgency of Need Designator.

REQ DEL DATE - Contains the date on which the requested work or services must be
completed or requested goods must be delivered.

ADVICE - A 2-character code providing coded instructions to supply source when such
instructions are considered essential to supply action; for example, Advice Code 2B
would indicate Requested item only will suffice. Do not substitute/interchange.

Purpose - A 1-character code identifying the name of the authorizing individual or the
significance of a document.

Activity - A 1-character code identifying the SNDL, (Standard Navy Distribution List).
code for the employing activity.

Condition - A 1-character code that identifies materials in terms of readiness for issue
and use, or identifies action underway to change the status of the material.

Mgmt Cd - A 1-character code providing supplemental data not indicated through the
transaction coding structure. Management codes A through L are intra-Navy codes. The
MILSTRIP system provides a standardized language of codes and coding techniques and
a standard set of forms for requisitioning and issue transactions/procedures. Remaining
codes are DOD-assigned.

Mat Cntrl - A 1-character code that groups procured items by type, such as fast-,
medium-, or slow-moving items. This code can also be used locally for reporting or
control purposes.

Labor Class - A two-character code that identifies categories of overhead and productive
work on which labor is used.
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Work Center - A two-character code that identifies organizational Public Works (PW)
segments and subdivisions that are assigned on a functional or craft basis (i.e., carpentry
or masonry) and used by PW to identify source of labor required on work authorization

documents and to collect costs for PW controlled maintenance reports.

UNIT PRICE - The cost of the item per unit. When the document is saved, the Total
price will populate by multiplying the quantity times Unit Price.

Reuting. MES STOCK NUMEER UNIT OF QUANTITY
Identifier ISSUE
F5C NIIN ADDIT
4 | 5 | =} 7 8| 9| 1.D| 11 ].2| 1.3| 14 | 15 | 16 | 17 | i3 | 1k, | z0 2].| 22 23 | 24 25 N ’ 27 | 28 | 259
SMENTARY S5IGH | 000 £0.00

DRESS

|48|49|50 51

] [ ]

REMARKS

M.

i5T. J. STATUS

:O‘IL

63| 64 | 65 =13

0.00

B Vs
T. UNIT PRICE /

U. TOTAL PRICE
|

£0.00 _
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TOTAL PRICE - The total obligated amount of the document will compute from the
quantity and the unit price when the document is SAVED successfully.

Local Code - A code of up to 20 characters that identifies document types and groupings
for reporting purposes.

Country Code - Identifies the country for purposes of processing the transaction.

OMB Sub Object Class - A one-digit code that, when combined with the OMB Object
Class code, provides a finer division of the OMB Obj Class. The first three digits are the
OMB Obj Class; the last digit will be a numeric character (0-9).

Not to Exceed Code - Indicates directions for paying the obligation; this code is checked
by bill-paying personnel when paying the obligation.

Step 8 Select Save to save the document.

To create another document of the same type, select the **Add Another™* button that appears at
the bottom of the document in the view after Save mode. This will initiate a new document
process for the same document type.

If there is only one serial range for that document type, the system will automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA will prompt the user to pick a serial range.

Else select Close.

| AddAnother | | Chose

How to PRINT a DD1348
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of a DD1348

The following chart illustrates the transaction flow as the document progresses through its life
cycle. An obligation is established when the document is created. A receipt can be posted but is
optional. Recording the expenditure occurs when the bill is paid in STARS-FL and will close
out the document in FASTDATA.
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DD1340, DOD 8ingle Line Itam Requisikion Bystem Document

Commitment Obligstian Accounts Peysbis Dl shurssmant

STARSEL a1 540 510 7 610

FASTOATA o AD.AD, AR RG, P B
\

Invaics Paymant

This life cycle has been simplified and assumes that a Disbursement has been recorded.
Adjusting transactions may need to be recorded in both STARS-FL and FASTDATA to actually
close out the document.

To view the transactions throughout the life cycle, go to Reports, Transaction History. See the
Reports section.

A sample report is shown below.

Transaction History Report

Tiar AND 37T IN (OF) AND DOC TYPE I (O1)
FA: 974404 Skte- CY RC: MP OPTAR:CF FY: 2010

DCN: N652990089CY89

Cotrst DO Dp Oy Rens Dac Type Last Cay Document
ACRN Contsct 1D ACRN  Call Jot Order T  Clasa Towver Dam Amesd  Cd Stakux Cant

AA SE2000CY TN T 20 DOt (4] Comisete s
Teans  Teans Temen Teans Partial
5 Type Dute Qty Amoust Amend o NTE  Tramsaction Descrigtion
¥ AD OSSO0 131440 3 woo 0 Crantwd By Dutatens Uner [D=BFAE 52634
FA: 574404 Site- CY RC: MP OPTAR:CI FY: 2010

DCN: N652890043CY38

Cotrst  DOF Do Oy Pans Doac Type Last Cay Document
ACRN Contacs 1D ACRN Call Jo Ovder T  Class Towvenr Dam Amesd Cd Stwtux Cont
AA SE000CYO02 T 20 Lo 00 Comtete L3
Teans Tr Temen Teans Partiat
Ewp v qpe  Dute Oty Amoust Amend oo NTE  Tramaction Desceiption

Y AQ  nasit 1o 3 $00 Crastnd By Detatoous User |ID=BFFE4S2534,

Follow-on Processes

Other File menu document processes available for the DD1348 include Receipt, Expenditure,
Cancellation and Reinstatement. A receipt can be posted but is optional. The manual
expenditure process will only be used upon guidance from your FA and will indicate that the
expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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DD1348-6, MILSTRIP REQUISITION (LONG FORM)

Purpose

The primary purpose of the DD1348-6 is to requisition non-NSN items, part number items, or
items that require specific identifying data. The document number is a Military Standard
Requisitioning and Issue Procedures (MILSTRIP) document number that is 14 digits long.

A complete list of MILSTRIP codes are contained in NAVSUP Publication 437 or NAVSUP
Publication 485. However, you can quickly locate commonly used codes and definitions by
referring to the MILSTRIP/MILSTRAP Desk Guide, NAVSUP Publication 4009.

Generated Transaction

Creation of the DD1348-6 in FASTDATA generates a commitment (CM) transaction that is
transmitted to STARS-FL as an execution code 915. A funding validation check is performed at
the time the DD1348-6 is created to ensure that there are sufficient funds in the OPTAR to
support the requirement.

How to CREATE a New DD1348-6
Site users with the necessary access can add, update, and view source and memo DD1348-6
documents. Access rights are defined by the System Administrator.

The DD1348-6 is a single ACRN, single line item format.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the DD1348-6 document.
REQUIRED FIELDS:
UNIT OF ISSUE and QUANTITY - Enter the unit of issue such as BX for box or EA

for each and the number of units ordered. (Quantity times the unit price will
automatically populate the Total Price field upon SAVE of the document).

UNIT QUANTITY
OF
ISSUE

23 | 24 | 25 | 26 | 27 28 29
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JON - Select the desired job order number (JON) from the dropdown list.

JOM:

Source/Initiation - Select the applicable radio button. The default is Source. An
Initiation document is created when a requirement is known but funding is not available
at the time of creation. This document does not affect available funding (such as the
Source document does) and is not exported to STARS-FL. The Initiation document is
not exported, and can be updated at any time. Once approval is obtained it can be
changed from Initiation to Source via the Update process. At this time the document will
affect available funding and will be exported to STARS-FL.

@ Source
O Initiation

OPTAR Log - Enter the names of items being requisitioned or the log entry that will be
printed on reports.

COPTAR Log:

Expense Element - Enter a value for the type of obligation or expense element charge
below the Function/Sub-function level. The default value on a DD1348-6 is T for
Supplies. Select the dropdown arrow to change the default value.

Expense Element:
T - Supplie= b

OMB Object Class - Enter an Office of Management and Budget object class
designation. With an Expense Element value of T (as shown above), the only valid value
for OMB Object Class is 260.

OMB Ohbject Class: | 260 %

OPTIONAL FIELDS:

DOCUMENT IDENTIFIER - A three-character code that identifies the purpose and use
of a document (requisition passing action, status card, receipt, or adjustment) in the
system to which it pertains.

ROUTING IDENTIFIER- A code that represents the address of the intended recipient

of the document; denotes the actual consignor of the material; or identifies the supply
activity originating the action.
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M & S - The one-character Media and Status code indicates the recipient of status and
the means of transmission.

ITEM IDENTIFICATION NSN/FSCM/PART NUMBER - The first four positions
(positions 8 - 11) identify the CAGE (Commercial and Government Entities) code and
the remaining positions identify the manufacturer's part number. The CAGE code
formerly was known as the FSCM (Federal Supply Code for Manufacturers).

SERV, DOCUMENT NO., REQUISITIONER - FASTDATA fills in these values on
the document. The Service code is from the first position of the DCN while the
Document Number Requisitioner is DCN positions 2 - 6.

Date - FASTDATA provides this value, which is DCN positions 7 - 10.
SERIAL - FASTDATA provides this value, which is DCN positions 11 -14.
DEMAND - A one-character code that indicates future demands on an inventory item.

SUPPLEMENTARY ADDRESS - A 6-character code that identifies a UIC as
supplementary address information. If it is left blank on the document, FASTDATA will
use the last five positions of the JON for this value.

Codes

e FUND CODE - A two-character abbreviation for a line of accounting. Along
with the Signal Code and Service Designator Code, the FUND code identifies
funds chargeable to a contractual procurement, Navy Stock Fund, and
MILSTRIP/MILSTRAP requisitions. This code denotes the funding accounting
data applicable to the item being ordered. The first position of Fund Code
indicates the Type commander or Bureau Control Number (BCN) to which the
item is to be charged. The second position indicates the purpose of the
expenditure or obligation.

[ ]

e DISTRIBUTION CODE - A three-character code that identifies (first position)
a monitoring activity, when additional status must be furnished, and (last two
positions) an Accounting Code/Cognizance Symbol.

e PROJECT CODE - A three-character code identifying a specific project.

PRIORITY - Identifies the combination of the Force Activity Designator and the
Urgency of Need Designator.

REQUIRED DELIVERY DATE - Contains the Julian date on which the requested
work or services must be completed or requested goods must be delivered.

ADVICE CODE - A two-character code providing coded instructions to supply source

when such instructions are considered essential to supply action; for example, Advice
Code 2B would indicate Requested item only will suffice. Do not substitute/interchange.
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MANUFACTURER'S CODE AND PART NO - A code of up to 40 characters that
identifies the manufacturer's part number.

MANUFACTURER'S NAME - A three-character code identifying the manufacturer.

MANUFACTURER'S CATALOG IDENTIFICATION - A code (up to 40 characters)
that identifies the title, edition, and page number of the catalog for the item ordered.

DATE- Identifies the date of the manufacturer's catalog.

TECHNICAL INFORMATION -TECHNICAL ORDER NUMBER
Identifies the Technical Order Number to which the item can be defined.

TECHNICAL MANUAL NUMBER - A code of up to 25 characters identifying the
reference number of the manual in which the ordered item can be found.

NAME OF ITEM REQUESTED - Identifies the item being ordered.
DESCRIPTION OF ITEM REQUESTED - Describes the item being ordered.
COLOR - Identifies the color of the item being ordered.

SIZE - A code of up to 24 characters identifying the size of the requested item.

END ITEM APPLICATION - Identifies the equipment in which the ordered item will
be used.

SOURCE OF SUPPLY - Identifies the source from which the ordered item is to be
obtained.

SPECIFICATIONS

MAKE Identifies the make of the equipment in which the ordered item will be used.
MODEL NUMBER Identifies the model of the equipment in which the ordered item
will be used.

SERIES Identifies the series number of the equipment in which the ordered item will
be used.

SERIAL NUMBER Identifies the serial number of the equipment in which the
ordered item will be used.

Requisitioner
Up to three lines of address information for the activity requesting the item or service.

REMARKS - A description or comment of up to 200 characters.

Local Code - A code of up to 20 characters that identifies document types and
groupings for reporting purposes.

Country Cd - Identifies the country for purposes of processing the transaction.
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Unit Price - Identifies the cost of the item per unit.

Total Price - Identifies the total cost.

OMB Sub Object Class - A one-digit code that, when combined with the OMB Object
Class code, provides a finer division of the OMB Obj Class. The first three digits are the
OMB Obj Class; the last digit will be a numeric character (0-9).

Not to Exceed Code - Indicates directions for paying the obligation; this code is checked
by bill-paying personnel when paying the obligation.

Step 8 Select Save to save your document.

To create another document of the same type, select the **Add Another™* button located at the
bottom of the page. This button only appears when the document is in the view after Save mode.
This will initiate a new document process for the same document type.

If there is only one serial range for that document type, the system will automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA will prompt the user to pick a serial range.

Else select Close.

| AddAnother | | Chose

How to PRINT a DD1348-6
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.
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Life Cycle of a DD1348-6

The following chart illustrates the transaction flow as the document progresses through its life
cycle. A commitment transaction is established when the document is created. The contract
information is entered once the FISC or contracting office has returned the contract details. It is
the contract process that will convert the commitment into an obligation. Receipts can be entered
but are optional. Once the invoice is paid, an expenditure is recorded to close out the document.

DD1348-6 DaD Singla Lina Item Requisition System Documant (Menual - Long Farm)

Commbtmeat Obligatos Accounts Payable Disbursament
STARSFL | o5 540 " 5 0
FASTOATA e A0 KD AR R, RP 3,

i i N
Frvaics Peyment \

This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS and FASTDATA to actually
close out the document.

To view the transactions throughout the life cycle, go to Reports, Transaction History. Follow
the same instructions as for the DD1348.
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A sample report is shown below:

Transaction History Report
FIer: AND SITE IN (G} AND DOG TYPE IN (D2}
FA: 974404 Site: CY RC: MP OPTAR: CF FY: 2010

DCN: NE52930117C3930

Cnirct DO Obj Retum Doc Type Laat Ciry  Documant
ACRM Confract 1D ACRN  Call Job Qrder Ele  Claas Travaler Dats ameng  Ccd  Status Cost
AL GS AA B5ZE00CYTO T 260 DD134E5 [11] Finalized 33200
Ti T T i
Exp T;;:‘: ot hm;illsl Amend E‘;‘;?I NTE Transaction Description
¥ CM 10 13:50:05 2 3200 0O I Created By Database User ID=BFPE452534;
¥ AD 10 14:00:11 o §2200 OO L Contract Number: GS: Contract ACRN: AA:Created By Database User ID=BFPE45253A;
¥ AD 10 14:08:18 i] $6.00 OO0 L Contract Number: G5; Contract ACRM: AA Created By Database User ID=BFPE452534;
' EV 10 14:02:48 4 §3200 00 F Created By Database User ID=BFPE452534;
Y AD  D4/27/2010 14:29:38 o 5200 OO L Contract Number: G5; Contract ACRMN: AA-Created By Database User ID=BFPE43253A;
FA: 974404 Site: CY RC: PN OPTAR: PN1 FY¥: 2010
DCN: N652990123C931
Cnirct DOV Exp  Obj Retum Doc Type Laat ciry  Documant
ACRM Confract 1D ACAN  Call Job Qrder Ele  Ciagg Traveler Dats amend  Cd Status Coat
AA GSA AA B5Z00PMNE01 T 260 DD1348-6 (1] Complete 32000
Trans Trans Trans Trans Partial . -
Exp Type Date Qty Amount Amend Code NTE Transaction Description
¥ CM  DS03/2010 14:44:13 20 52000 00 1 Created By Database User ID=BFPE452534;
¥ AD  D5/D372010 15:11:22 0 51200 00 L Contract Mumber: GSA; Contract ACRM: AA: Updated By Database User ID=BFPE456253A;

Follow-on Processes

Other File menu document processes available for the DD1348-6 include Contract, Receipt,
Cancellation, Reinstatement and Expenditure. The obligation is generated when the Contract
Process is performed except when a receipt is entered and it is to be crossed to a supply system,
then the contract process is not required to obligate because the receipt will generate the accounts
payable to flow to STARS-FL.

The contract process must be recorded in FASTDATA to move the DD1348-6 commitment
(915) to an obligation (540). The contract process will generate an obligation equal to the
amount of the commitment if the contracted amount matches the commitment amount. The
contract process affects the OPTAR's status of funds if the contract amount differs from the
commitment amount.

Appendix B provides information regarding Credit Card cross reference and Multi-PIIN
scenarios for contractible documents.

The DD1348-6 is not an amendable document. A receipt may be posted against the document,
but caution must be observed, as the invoice may have already paid and an expenditure may have
been recorded. The manual expenditure process will only be used upon guidance from your FA
and will indicate that the expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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DD1149, REQUISITION AND INVOICE/SHIPPING DOCUMENT

Purpose

The primary purpose of the DD1149 is to request procurement. DOD 4161.2-M, Appendix 5
governs the usage, completion and distribution of this document. For a 15-position DD1149, the
ninth and tenth positions of the DCN will always be “RQ.” The DD1149 may also be created as
a 14-position MILSTRIP document.

DD1149 Initiations are allowed in the outyear.

A complete list of MILSTRIP codes are contained in NAVSUP Publication 437 or NAVSUP
Publication 485. However, you can quickly locate commonly used codes and definitions by
referring to the MILSTRIP/MILSTRAP Desk Guide, NAVSUP Publication 4009.

Generated Transaction

Creation of the DD1149 in FASTDATA generates a commitment (CM) that is transmitted to
STARS-FL as an execution code 915. A funding validation check is performed at the time the
DD Form1149 is created to ensure that there are sufficient funds in the OPTAR to support the
requirement.

How to CREATE a New DD1149
Site users with the necessary access can add, update, and view source and memo DD1149
documents. Access rights are defined by the System Administrator.

The DD1149 is a single ACRN, multiple line item document.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the DD1149 document.
REQUIRED FIELDS:

JON - Select the desired Job Order Number (JON) from the dropdown list. A JON must
be selected before Line Items can be entered.

JOM:

Line Items - Select the Line Item button located in the Appropriation section of the
source document (Block 4) to receive the DD1149 Line Items detail screen.

4, APPROPRIATION DATA

AR 000 ,

FEDERAL STOCK NUMBER, UNIT
DESCRIPTION, AND CODING OF (<)

MATERIAL AND/OR SERVICES
(b)
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DD1149 Line Items

Item 1

Ol servicetem [ Part No FsC

Unit of lzsue Quantity |0 Unit Price | 0.00 Amount |0.00

Dezcription

| New | | Save | | Close |

Enter the necessary data and select the Save button. All fields are described below.

NOTES: Enter values greater than zero for Quantity and Unit Price or must enter a
value greater than zero (0) for Amount.

Enter the Quantity and the Unit price, then tab out of that field, it will not reflect the total
Amount until Save. Upon Saving, the system will compute the total and it will be visible
in the line item Amount field.

For additional Line Items, select New. A new Line Item template will appear with the
next sequential number assigned. If no additional line items are desired, click Close to
return to the main document.

When adding a new DD1149 line item for an SPS site, some values are required that are
optional for non-SPS sites.

Line Item fields:

Item # - A system-generated sequential number for a particular document line
item.

Delete Icon - Select this icon to delete a previously entered line item. DD1149s
require a minimum of one line item.

Service Item - A checkmark in this box indicates the DD1149 is for the
procurement of a service.

Part No - Identifies the part number of the item being ordered. When adding a
DD1149 line item for an SPS site, a value is required if the Service Item checkbox
is not checked. (Required for SPS site)

FSC (Federal Supply Class) - Identifies the first four positions of a National
Stock Number (NSN). When adding a DD1149 line item for an SPS site, a value
is required if the Service Item checkbox is not checked.
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DOE14% Line Ttems

Unit of Issue - Identifies the standard of measurement to determine quantity. A
value is required for SPS Sites. Examples are BX for box or EA for each.
Quantity - Identifies the number of items ordered.

Unit Price - Identifies the cost of the item per unit. Enter a value for Unit Price if
these is a value for Quantity.

Amount - Identifies the amount for the document line item. If Quantity and Unit
Price were not entered, then enter a value for Amount.

Description - Describes the document line item.

New - Displays the template for a new line item.

Save - Saves the line item entries.

Close - Closes the new line item page and returns to the document.

REQUIRED FIELDS (continued):

Source/Initiation - Select the applicable radio button. The default is Source.

@ Source
D Initiation

OPTAR Log - Enter the names of items being requisitioned or the log entry that will be
printed on reports.

COPTAR Log:
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Expense Element - Enter a value for the type of obligation or expense element charge
below the Function/Sub-function level. The default value on a DD1149 is Q. Select the
dropdown arrow to change the default value.

Expense Element:
Q - Purchased Services (Other}) A

OMB Object Class - Enter an Office of Management and Budget object class
designation. The default value on a DD1149 is 252. Select the dropdown arrow to
change the default value.

OMB Ohject Class: | 232 | ¥
b

OPTIONAL FIELDS:

FROM (Block 1) - Use the drop down arrow to select the appropriate FROM address. If
it is not visible in the list, create a 5 digit (alpha/numeric) code to identify the address and
type it in. When the document is saved, the system will prompt to save the address so
that it is available for selection on future documents.

TO (Block 2) - Use the drop down arrow to select the appropriate TO address. If it is not
visible in the list, create a 5 digit (alpha/numeric) code to identify the address and type it
in. When the document is saved, the system will prompt To save the address so that it is
available for selection on future documents.

SHIP TO-MARK FOR (Block 3) - Use the drop down arrow to select the appropriate
address. If it is not visible in the list, create a 5 digit (alpha/numeric) code to identify the
address and type it in. When the document is saved, the system will prompt to save the
address so that it is available for selection on future documents.

REQUISITION NUMBER (Block 6) - The requisition DCN will automatically be
populated into this field once the document is successfully saved.

PRIORITY (Block 8) - Fill in the proper Supply code. Contact the FA for a list of these
priority codes.

AUTHORITY OR PURPOSE (Block 9) - The authority or purpose of the request is
optional but can be included here.

SIGNATURE (Block 10) - Select or enter the signature of the person authorizing the
purchase.

Local Code - A code of up to 20 characters that identifies document types and groupings
for reporting purposes.

Country Code - Identifies the country for purposes of processing the transaction.
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OMB Sub Object Class - OMB Sub Object Class is a one-digit code that, when
combined with the OMB Object Class code, provides a finer division of the OMB Obj
Class. The first three digits are the OMB Obj Class; the last digit will be a numeric
character (0-9).

Not to Exceed Code - Indicates directions for paying the obligation; this code is checked
by bill-paying personnel when paying the obligation.

Step 8 Select Save to save the document.

Tto create another DD1149, select the "*Add Another'* button that appears when the document
is in the view after Save mode. This will initiate a new document process for the same document
type and subtype.

If there is only one serial range for that document type, the system will automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA will prompt the user to pick a serial range.

Else select Close.

Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of a DD1149

The following chart illustrates the transaction flow as the document progresses through its life
cycle. A commitment transaction is established when the document is created. The contract
information is entered once the FISC or contracting office has returned the contract details. It is
the contract process that will convert the commitment into an obligation. Receipts can be entered
but are optional. Once the invoice is paid, an expenditure is recorded to close out the document.

DD1149 Requisition and Involca/Shipping

Commbmant Obligation Accounts Payable Disbursemant
STARSFL | 95 ’ 540 510 ’ 610
FASTOATA Y AD.AD, AR RS, AP &y

Creation

i N
irvuics Peynent \A
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This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS and FASTDATA to actually
close out the document.

To view the transactions throughout the life cycle of the document, go to Reports, Transaction
History.

A sample report is shown below:

Transaction History Report
Filter: AND SITE IN [CY") AND DOC TYPE IN [DE')
FA: 974404 Site: CY RC: LJ OPTAR: LJ011 FY: 2010

DCN: N8529910RQCY801

Cnirct DOV Exp O Retum Doc Typs Last Ciry  Document
ACRN Contract 1D ACRN  Call T Ele  Ciass Trawsler Date amend  Cd Status Cost
AA B52000LJ001 Q 252 DD1149 00 Complete $20.00
Ti Ti T T i
Exp T;::: D‘:.,:s IEQ:; ,qm;;:,r;sl Amend E:'_;Lal NTE Transaction Description
Y CM  DS10/2010 07:37:27 4 52000 0O | Created By Database User ID=BFPE45253A;
FA: 974404 Site: CY RC: MP OPTAR: CC FY: 2010
DCN: N8529810RQCY800
Cnfrct DOV Exp L] Return Doc Type Lt Ciry  Documsnt
ACRN Confract ID ACRN Call -Job Order Ele  Clasa Travslsr Date smend  Ca  Status Cost
AA GE1 AA B52820BOTH2 Q 252 DD1148 [11] Finalized $10.00
Ti T T T i
Exp T;ra;es Dl:lgs 'EE; ﬁm;;:ﬂsl Amend Ez:;l:l NTE Transaction Description
¥ CM {27/2010 12:48:55 2 §10.00 00 1 Created By Database User ID=BFPE452534;
Y AD 1 010 14:00:28 a 51000 0O L Contract Number: G5 1; Confract ACRM: AA Created By Database User ID=BFPE45253A;
Y AD 010 14:03:02 a 5200 00 L Contract Number: G5 1; Confract ACRM: AA Created By Database User ID=BFPE45253A;
¥ EV 14:08:16 2 51000 00 F Created By Database User ID=EFFE452334;
A AD {27/2010 14:29:28 1] 3200 00 L Contract Number: G5 1; Confract ACRMN: AACreated By Database User ID=BFPE432534;

Follow-On Processes

Other File menu document processes available for the DD1149 include Contract, Receipt,
Cancellation, Reinstatement and Expenditure. A receipt may be posted against the document but
caution must be taken, as the invoice may have already paid and an expenditure recorded. The
manual expenditure process will only be used upon guidance from your FA and will indicate that
the expenditure did not flow to the Site from STARS-FL.

The Contract process must be recorded in FASTDATA to move the DD1149 commitment (915)
to an obligation (540). The contract process will generate an obligation equal to the amount of
the commitment if the contracted amount matches the commitment amount. The contract
process affects the OPTAR’s status of funds if the contract amount differs from the commitment
amount.

Appendix B provides information regarding Credit Card cross reference and Multi-PIIN
scenarios for contractible documents.

The DD Form1149 is not an amendable document.
Since the DD1149 can't be amended, if the contract amount is less than or greater than the basic

amount, the Contract set to FINAL will compute the difference and create the adjusting entries
for FASTDATA and also for STARS-FL.
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SPS sites cannot create a new contract for a document until all amendments to the document
have been exported to SPS.

For additional contracting rules, see the Contract Process in the MAINTENANCE of
DOCUMENT section.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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DD282, PRINTING/REQUISITION ORDER

Purpose

The primary purpose of the DOD Printing/Requisition/Order Form 282 is to request printing and
related services from DLA Document Services. The DD282 will create a 15-digit standard
document number (SDN) and will reflect PT in the ninth and tenth positions of the document
number.

Generated Transaction

Creation of the DD282 in FASTDATA generates an obligation (AO) transaction that is
transmitted to STARS-FL as an execution code 540. A funding validation check is performed at
the time the DD282 is created to make sure that there are sufficient funds in the OPTAR to
support the requirement.

How to CREATE a New DD282

Site users with the necessary access can add, update, and view source and memo DD282
documents. Access to add, update, view, and perform other document processes on a DD282 is
defined at the System Administrator level.

The DD282 is a single ACRN, single line item format.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the DD282 document.
REQUIRED FIELDS

Source/Initiation - Select the applicable radio button. The default is Source

{a' Source
O Initiation

OPTAR Log - Enter the names of items being requisitioned or the log entry that will be
printed on reports.

COPTAR Log:
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JON - Select the required job order number (JON) from the dropdown list.

JOMN

Expense Element - Enter a value for the type of obligation or expense element charge
below the Function/Sub-function level. The default value on a DD282 is Y. Select the
dropdown arrow to change the default value.

Expense Element:

% - Printing and Reproduction W

OMB Object Class - Enter an Office of Management and Budget object class
designation. With an Expense Element value of Y, the only valid value for OMB Object
Class is 240.

OMB Object Class: | 240 ¥

EST COST - Contains the ACRN obligated amount on the document. The default is
zero (0). Enter an amount greater than zero.

DOD PRINTING CLASSIFICATION [Requisition automatically becomes "UNCL'
REQUISITION/ORDER when detached from classified material.)
REQUISITION MO, DATE OF REQUEST REQUESTED DEL"Y EST. COST
oo 5/24/2010 v| "| o.0o

REQUISITION NO.

The Document number will not generate until the from is completed and successfully
saved. Then the document number will populate in this block.

OPTIONAL FIELDS:

The DD282 contains several sections. Each section addresses a different aspect of the
print order. When updating the DD282, the values for the following page elements can
be changed:

e REQUESTED DEL'Y - Contains the date the on which the requested work or
services must be completed or when requested goods must be delivered.

e FOR REFERENCE CONSULT - Identifies a point-of-contact (POC) at the
requesting site.

e PHONE - Identifies the telephone number of the POC at the requesting Site.

e Basic Regn. No. — Identifies the funding authorization requisition number.

e FORM/PUBLICATION NO. AND TITLE - Identifies the number and title of the
form or publication to be printed.
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e QTY. - Identifies the number of items ordered and the unit quantity of the item to be
printed.
Sheets-single-sheet forms
Sets-multiple part forms
Each or Books for publications, etc.
e PAGES - Identifies the number of pages submitted for production. A document
printed on two sides is considered to have two pages.
e QTY.WILL LAST _ MOS. -
Indicates the number of months the order is expected to last.
e JOB TO BE REPRINTED: YES/NO
Indicates whether the job is to be reprinted in the future.
e JOBIS
New
Revisited
Reprint
Indicates whether the print job is a new, changed, or reprinted order.
e LAST JOB NO. -
Identifies the job number of the previous printing order.
e ENCLOSURES--
Pages Copy-Identifies the number of pages (plates, photos, foldouts, etc.) submitted
with the DD282.
Negatives-ldentifies the number of negatives submitted as an enclosure.
Plates-1dentifies the number of plates submitted as an enclosure.
(If other, specify)-Identifies any other items submitted as an enclosure.

¢ PROOFS -
Not req'd-Indicates whether proofs are required.
e SENDTO

Indicates the address where proofs are to be mailed or delivered. Leave blank if
proofs are not required.
e FINISHED SIZE - Indicates the width and length dimensions requested for the print
job.
¢ MARGINS -
(Top)-Identifies the requested top margin for the print job.
(Left/Bind)-Identifies the requested left margin for the print job.
e INK (If not black) - Identifies the color of the requested ink. Leave blank if black
ink is requested.
Grade of Paper - Identifies the grade of paper requested for the printing order.
Weight - Identifies the weight of paper requested for the printing order.
Color - Identifies the color of paper requested for the printing order.
FOLD TO (Size) - Indicates the folding width and length dimensions requested for
the print job.
e PRINT
Head to Head or
Head to Foot-Indicates whether the print job is to be head-to-head or head-to-foot.
One Sided-Indicates whether the printing is double- or single-sided.
Other (See Copy Attached)-Identifies any other enclosures.
e ASSEMBLE
In Sets-Indicates whether the print order requires assembly of sets.
Page Seg-Indicates whether the print order requires assembly of sets in sequence.
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e WIRE STITCH (Staple)

Number Stitches-Indicates the number of stitches to use in each publication.
Upper Left-Indicates a staple will be placed in the upper left corner of the
publication.

Top-Indicates a staple will be placed at the top of the publication.
Other (Specify)-Indicates where a staple will be placed if other than the listed
locations.

e STANDARD PUNCH (Drill)

2-Hole Top-Indicates whether the perforation should be at the top of the publication.

3-Hole Left-Indicates whether the perforation should on the left side of the

publication
e Other (Number) -
Identifies the number of holes to be punched in the publication.
e (Diameter)
Identifies the dimensions of specially requested holes.
e (Ctr.toCtr.)-
Identifies the distance between the perforations.
e Location

Identifies the location of perforations, if other than two- or three-hole are desired.

¢ PERFORATE/SCOPE

See Copy-Indicates whether the publication should be perforated.

e PAD-
Indicates the number of sheet required to complete a pad.
e Location

Top-Indicates whether the perforation should be at the top of the publication.
Left-Indicates whether the perforation should be at the top of the publication.
e Prong Fasteners -
Yes or No-Indicates whether prong fasteners should be attached.
¢ COMPOSING/PROCESSING
Prepare/alter copy; fotolist; offset; etc.
e Wrap (# per pkg)
Identifies the number of publications that each package should contain.
e DISPOSITION OF
Negs.-Indicates the disposition of any negatives provided.
Orig.-Indicates the disposition of the original publication.
e Special Instructions/Remarks, Serial Numbering, Registration, ETC.
Contains a description or additional comments about the publication.
e Deliver To (complete address)
Identifies the UIC of the activity that is to receive the order. Select the drop-down
arrow to view a list of valid values or type in a new entry.
e Distribution Required
List-Indicates whether a distribution list is required.
Labels-Indicates whether distribution labels are required.
Attached-Indicates the number of attached lists or labels for distribution.
e WILL PICK UP PLEASE NOTIFY (Ext) HOLD
Indicates whether the printing office is to hold the order and identifies the person to
contact if the order is to be held for pick up.

Step 8 Select Save to save the document.
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Saving the document will populate the document number (REQUISITION NO.) and LOA.

DOD PRINTING CLASSIFICATION (Requisition autematically becomes '"UNCL'
REQUISITION/ORDER when detached from classified material.}
REQUISITION NC | DATE OF REQUEST REQUESTED DEL'Y EST, COS5T
5/24/2010 50.00
MNGB523910PTCY7 29 00 ‘ | | |
FOR REFEREMNCE COMSLULT PHOMNE Scheduled Cempleation
| | | | Date
Appropriation & Subhead | Object Bureau Sub- Authaorization Trans, Property Cost Code
Class Contral Mo, allot Bcct'g Act'y Type Acct'g Act'y
1701453 3219 ooo 99387 i} 058566 20D TCYF29 65329900001y

To create another document of the same type, you can select the "*Add Another' button that
appears at the bottom of the document in the view after Save mode. This will initiate a new
document process for the same document type.

If there is only one serial range for that document type, FASTDATA shall automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA shall prompt the user to pick a serial range.

Else select Close.

| Addanother | | Ciose

How to PRINT a DD282
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.
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Life Cycle of a DD282

The following chart illustrates the transaction flow as the document progresses through the life
cycle. The obligation transaction is established when the document is created. If the document
is amended, the cost of the document obligation amount will be increased or decreased
depending on the amended amount. Receipts can be entered but are optional. Once the invoice is
paid, an expenditure is recorded which will close out the document.

8F282 DOD Printing/Regquisition/ Ordar

Commitment Obligution Accounts Paysble Disburvement
STARSFL ' 215 &9 510 : B10
FASTDATA oM A0, AD, AR RG. RP Ev
Crsation

\

Optarsd Ruomt \
levaics Paynat

This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS-FL and FASTDATA to actually
close out the document.
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To view the transactions throughout the life cycle, go to Reports, Transaction History.

A sample report is shown below:

Transaction History Regort

T TR A DOC SR D
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29 Pyoe Db 2y P R T e ——

N0 R x e X ww w s 3 Camaes e Cotrocond

Follow-on Processes

Other File menu document processes available for the DD282 include Amendment, Receipt,
Expenditure, Cancellation, and Reinstatement. The manual expenditure process will only be
used upon guidance from your FA and will indicate that the expenditure did not flow to the Site

from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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DD448, MILITARY INTERDEPARTMENTAL PURCHASE REQUEST
(MIPR)

Purpose

The primary purpose and use of the DD448 Military Interdepartmental Purchase Request is to
request performance of work or services (reimbursable; Category 1) or to request contractual
procurement action (direct funds citation; Category 2).

If the requested performing activity can perform the work or supply the service in house, the
DD448 line item will be marked as a Category 1. If, however, the performing activity has to go
outside the government and get a contract in order to satisfy your request, the line item will be
marked as a Category 2. The category that is on the acceptance of the MIPR determines the
status of the document and may override the category that was on the original document.

Creating a DD448 has the option of creating it as an Economy Act within DOD (MP); an
Economy Act outside DOD (IP) or as a Project Order within DOD which will also carry the MP
in the 9™ and 10" positions. On a Project Order, the Line Itema are always Category 1.
Economy Act DD448 Line Items can be designated as Category 1 or Category 2 as described
above.

Select Document Order Type

Select the type of order(s) for this document:

O Economy Act issued within DOD{MP)

O Economy Act issued outside DOD(IF)

O Froject Order issued within DOD{MP)

([ SelectD Clo=e |

Generated Transaction

Creation of the DD448 in FASTDATA generates a commitment transaction (CM) that is
transmitted to STARS-FL as an execution code 915. A funding validation check is performed at
the time the DD448 is created to make sure that there are sufficient funds in the OPTAR to
support the requirement.

The acceptance by the performing activity must be recorded in FASTDATA to move the
commitment into an obligation stage for the Project Order or Economy Act reimbursable portion
of the document (Category 1). The acceptance will generate an obligation equal to the amount of
the commitment for the reimbursable portion of the DD448. If there are any differences, the
document must be amended until the two are equal.

The Contract process must be performed on the Category 2 contractual procurement action
request when received back from the FISC or Contracting Office to move the commitment into
an obligation (540) for this portion of the DD448. ACRNS requiring a contract must be accepted
first.
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How to CREATE a DD448
In the FASTDATA Site application users with the necessary access can add, update, and view
source and memo DD448 documents. Access is defined at the System Administrator level.

The DDA448 is a multiple ACRN, multiple Line Item document.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Select the Document Order Type.

The use of the DD448 determines the document type that will be created in the ninth and tenth
position of the DCN.

» Economy Act within DOD - generates document type = MP (Category 1 and 2)
» Economy Act outside DOD- generates document type = IP (Category 1 and 2)
* Project Order within DOD- generates document type = MP (Category 1 only)

Select Document Order Type

Select the type of order(s) for this document:

O Economy Act issued within DOD{MF)
O Economy Act issued outside DOD(IF)

O Project Order issued within DOD{MP)

| Select || Close |

Step 8 Complete the DD448 document.
REQUIRED FIELDS:
NOTE: Block 9 Radio buttons indicating that the Line Items are/are not included in the

Interservice Supply Support Program and Interservice Screening has/has not been accomplished
will appear with the default values shown below. You may change them if appropriate.

9. ITEMS OAHE @ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE

SCREENING O HAS @ HAS NOT BEEN ACCOMPLISHED

ACRN (Block 14)
An ACRN is a two-character code identifying each LOA classification cited on an
allotment or fund usage document for the purpose of identifying each LOA during

\ subsequent stages of process.
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14, FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLETO THE ALLOTMENTS SET FORTH BELOW, THE AVAILABLE BALANCES OF
WHICH ARE SUFFICIENT TO COWER THE ESTIMATED TOTAL PRICE.

APPROPRIATION LIMIT/ SUPPLEMENTAL ACCOUNTING ACCTGE 5TA AMOUNT
SUBHEAD CLASSIFICATION DoDAAD
Clicking on the ACRN box will bring up the following screen:
ACRNs
r] & O ¥ hement |0 Purchased Services (Other . r_:‘ 243 ::’:" -

Hot

ACRN required fields:

e ACRN - The default value for the first ACRN is "AA". ACRN codes automatically
increment by one character for each subsequent ACRN (example, AA, AB, AC, AD,
etc.). However, you may use any two alphanumeric characters as an ACRN identifier
if the need arises.

e JON - Identifies the job order number (JON) on which the cost for this ACRN will
be captured. Select a valid JON from the dropdown list.

e Expense Element -

Identifies the type of obligation below the Function/Sub-Function level. Any or all
expense elements can be incurred under a given functional category or cost account.
FASTDATA provides a default value, but it can be changed by selecting the desired
value from the dropdown list.

e OMB Object Class - Identifies the Office of Management and Budget object class
designation. Valid values depend on the selected Expense Element. FASTDATA
provides a default value associated to the expense element selected, but it can be
changed by selecting the desired value from the drop-down list.

e AMOUNT - This field contains the ACRN obligation amount. The amount is not
entered when the ACRN is created but is entered on the line items and all line items
associated with a particular ACRN will roll up and display on the ACRN total.

ACRNs

s Q « Pyrchased Services (Othe Db P ”
Eement = Coject
Cisan

Hot

ACRN Optional fields:

e OMB Sub Object Class - The OMB object class is a 3-digit field. The Sub Object
Class provides a fourth digit for activities desiring an even lower level break out.
e Country Code - Identifies the country for purposes of processing the transaction.
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Not to exceed code - This is optional and will indicate directions for paying the
obligation. Valid values for this field are shown in the drop down box.

New - Select the New button to add additional ACRNs. Add the new ACRN
information same as in the steps above.

Save

Select the Save button to save your ACRN data. If the amount you entered exceeds
the available funds you will receive an error message and will not be able to save the
ACRN.

Close

Closes the ACRN page and returns to the document. Once your ACRN(s) are saved
you will want to close from the ACRN box and return to the document itself.

Line Items (Block 9)
Click on the Line Item box to enter the required and optional fields on the DD448 Line

Item screen shown below.

9. ITEMS OAHE @AHE NOT INCLUDED IM THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE

SCREENING O HAS @ HAS NOT BEEN ACCOMPLISHED

Line tems

Vi

Crescription Ty UNIT ESTIMATED ESTIMATED
(Federal stock number, c d UNIT TOTAL
nomenclature, specifications and/ar PRICE PRICE
drawing no. etc.} = f

DD448 Line Items
Item 1
m ACRN LY Category 1 W Unit of lrzue |EA
CQuantity |0 Unit Price | 0.00 Armount | 0.00
De=scription
Item 2
m ACREN AR |w Category 1 |» Unit of lsgue |EA
Al
CQuantity Unit Price | 0.00 Armount | 0.00
Description
| MNew | | Save | | Cloze |

e Item # - System-generated sequential number for a particular document line item.
The value automatically increments by one character for each subsequent line item

added to the document.

e Delete Icon - Select the trash can icon to delete the associated line item. The

DD448 document requires at least one line item.

FASTDATA Web Si

te

53

Dec 2012




e ACRN - Select one of the ACRNs from the dropdown list. When adding a new line
item for the DD448, you must indicate a value for the ACRN.

e Category - Identifies an acceptance category for a line item. Valid values are 1
(reimbursement) and 2 (direct funds citation). Project Order DD448 documents are
always Category 1. For Economy Act documents, it may be modified from the
Category 1 default. An ACRN must have the same Category ID for each Line ltem.

e Unit of Issue - Identifies the standard of measurement to determine quantity
(example - EA for each or BX for box).

Quantity — Identifies the number of items ordered. If a value for Quantity is entered,
a value for Unit Price must exist.

e Unit Price -Identifies the cost of an item per unit. If a value for Unit Price is entered

then a value for Quantity must exist.

DD443 Line [tems
tem 1
m ACRN AL W Category 1 % Unit of lkzue [EA
Quantity |0 Unit Price | 0.00 Armount  |0.00
Description
| MNew | | Save | | Cloze |

e Amount - Identifies the total cost of the line item. Enter an amount or, upon Save,
the system will calculate the cost by multiplying the Quantity x Unit Price.
e Description - Describes the document line item.
e New - Select the New button to add additional line items.
e Save - Saves your Line Item entries.
e Close - Closes the DD448 Line Items page.

Source/Initiation

Select the applicable radio button. The default is Source.

An Initiation document is created when a requirement is known but funding is not
available at the time of creation. This document does not affect available funding (such
as the Source document does) and is not exported to STARS-FL. The Initiation
document is not exported, and can be updated at any time. Once approval is obtained, it
can be changed from Initiation to Source via the Update Process. At this time the
document will affect available funding and is exported to STARS-FL.

G} Source
O Initiation

OPTAR Log - Enter the names of the items being requisitioned or the log entry that will
be printed on reports.
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OPTIONAL FIELDS:

FSC (Block 2) - The Federal Supply Class identifies the first four positions of a National
Stock Number (NSN).

CONTROL SYMBOL NO. (Block 3) - Indicates the document number authorizing the
preparing activity for the funds cited.

DATE PREPARED (Block 4) - The date the document was created in FASTDATA.

MIPR NUMBER (Block 5) - The document number of the MIPR. NEW in the Web -
this field generates when the document is successfully SAVED.

AMEND NO. (Block 6) - The system assigned number of the most recent amendment.
New DD448 Source documents will always have "00™ in this block.

TO (Block 7) - Identifies the activity and address that is to receive the document. Select
the dropdown arrow to view a list of valid values or type in a new one.

FROM (Block 8) - Identifies the name and address of the activity that is to receive the
document. Select the dropdown arrow to view a list of valid values from which to choose,
or type in a new one.

GRAND TOTAL (Block 11) - The system-generated total of the Line Item amounts.

TRANSPORTATION ALLOTMENT (Block 12) - Identifies the allotment or
accounting data used for transportation charges.

MAIL INVOICES TO (Block 13) - Identifies the name and address of the activity that
is to receive the document. Select the dropdown arrow to view a list of available values
from which to choose, or type in a new one.

AUTHORIZING OFFICER (Block 15) - Identifies the person who approves the
voucher. Enter the desired value or select the dropdown arrow to view a list of available
values from which to choose.

SIGNATURE (Block 16) - Space provided on the document for the signature of the
authorizing official.

DATE (Block 17) - The date the document was signed.
ITEM DESCRIPTIONS - Fields in which the user may provide additional Line Item
information. Verbiage entered in the first box will print above all line items; verbiage

entered in the second box will print at the end of the line item section.

Local Code - Optional code of up to 20 characters that identifies document types and
groupings for reporting purposes.

Step 9 Select the Save button to save your DD448 Source Document.
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To create another document select the "*Add Another' button located at the bottom of the page.
This button only appears when the document is in the view after Save mode. This will initiate a
new document process for the same document type and subtype.

If there is only one serial range for that document type, the system will automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA will prompt the user to pick a serial range.

Else select Close.

| AddAnother | | Chose

How to PRINT a DD448
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of a DD448

The following charts illustrate the transaction flow as the document progresses through the life
cycle. For the PO and MP (Category 1 and Category 2 MIPR), the commitment transaction is
established when the document is created. Recording the acceptance by the performing activity
for the PO and MP (Category 1) portions of the DD448 converts the commitment into an
obligation. If the document is amended, the cost of the document reverts to the commitment and
requires acceptance of the amendment by the performing activity of the PO and MP (Category
1) portion of the DD448 to move the document back into an obligation status. Receipts can be
entered but are optional. Once the reimbursable bills are processed, the expenditure will post for
the PO and MP (Category 1) reimbursable part of the document, which will close out the
document.
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DD440 Miltary Interdeparimental Purchase Request

CommbMmem Obligation Accounts Paysble Disbursement
STARSFL : a5 7 &9 510 | 810
FASTDATA oM AD, AD, AR RG.RP BV

PO and mP
(Category 1)

Focaptance

S

e N

O -

For the MP (Category 2) documents, the commitment transaction is established when the
document is created. Recording the contract process for the Category 2 portion of the document
converts the commitment to an obligation. If the document is amended, the cost of the document
reverts to the commitment and requires updates to the contract to move the document back into
an obligation status. Receipts can be entered but are optional. Once the invoice is paid, the
expenditure is recorded for the Category 2 portion of the MIPR, which will close out the
document.
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DD448 Miltary Interdeportmontal Purchase Request

Commitment
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This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS and FASTDATA to actually

close out the document.

To view the transactions throughout the life cycle of the document, go to Reports, Transaction

History.
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A sample report is provided below:

Transaction History Report
Filter: AND STTE IN {CY") AND DOC TYSE IN (D7)
FA: 574404 Site: CY RC: AN OPTAR: ANO2 FY: 2010
DCN: N6529910MPCYT25
cniret DOV Exp OB Retum Dos Type Laat Ciry  Document
ACRN Confract ID ACRM  Call Job Order Els Clags Travaler Dats Amend Cd  Status Cost
AA 85202033770 Q 253 DD443 (11} Complete §50,000.00
T T T T i

Exp T;ap:s D::s raqu; ﬁm;.:lr;lst Amend g:;?l MTE Transaction Description

¥ CM  D5ME/2010 13:48:20 o §51.75000 OO | Created By Database User ID=BFPE4562524;

¥ EV  DSMB/Z010 13:54:11 o §18.660.68 OO P Created By Database User ID=BFFE452534;

¥ CM  D3MB/Z010 13:34:57 0 -31.75000 O Created By Database User ID=BFPE452334;
FA: 974404 Site: CY RC: LJ OPTAR: LJO11 FY: 2010
DCN: N6529910MPCY724

Cniret DOV Exp OB Retum Doz Type Last Ciry  Document
ACRM Confract ID ACRN  Call Job Order Ele  Clags Travaler Date Amend  Cd Status Cost
AA B52820LJ001 Q 253 DD443 (1] Accepted $1.00
Trans Trans Trans T i

EXp Type Date Qty Am:,:st Amend gi:;':l NTE Transaction Description

¥ CM  D5MB/2010 10:33:40 0 $1.00 0D | Created By Database User ID=BFPE452334;

¥ AR DSMB/2010 10:55:41 o $1.00 0D | Created By Database User ID=BFPE45253A;

Follow-on Processes

Other File menu document processes available for the DD448 include Amendment, Acceptance,
Contracting (for Economy Act DD448 ACRNSs that have been accepted as Category 2), Receipt,
Expenditure, Cancellation, and Reinstatement.

Receipts can be entered but are optional. The manual expenditure process will only be used
upon guidance from your FA and will indicate that the expenditure did not flow to the Site from
STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.

Step 3 Complete the acceptance screen.

Accept DD448 Document

DCN: NB529910MPCY 730 - 01

OFTAR Log: Amd 1

Accepting Official: bl
Accepting Date: v
ACRN  Quantity Amount Category
A |60 |55.00 1w
AB o |31.00 1w
| Accept | | Cloze |
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NC2275, ORDER FOR WORK AND SERVICES

Purpose
The NC2275 Economy Act is a reimbursable order used when one component of the Navy
requests work or services from another component of the Navy.

The NC2275 may also be created as a Project Order provided that the items being ordered are
"specific, definite and certain” (41 U.S.C. 23). For an Economy Act NC2275, the ninth and tenth
positions of the document control number (DCN) are WR for Work Requests while the ninth and
tenth positions of the DCN for a Project Order NC2275 are PO for Project Orders.

Select Document Order Type

Select the type of order(s) for this document:
@' Economy Act

O Project Order

Generated Transaction

Creation of the NC2275 in FASTDATA generates a commitment transaction (CM) that is
transmitted to STARS-FL as an execution code 915. A funding validation check is performed at
the time the NC2275 is created to make sure that there are sufficient funds in the OPTAR to
support the requirement.

The acceptance by the performing activity must be recorded in FASTDATA to move the
commitment into an obligation stage for the Project Order or Economy Act. The acceptance will
generate an obligation equal to the amount of the commitment. If there are any differences, the
document must be amended until the two are equal. Each subsequent amendment must also be
accepted. A receipt may be posted against the document but take caution, as the invoice may
have already paid and an expenditure recorded.

How to CREATE a New NC2275
Site users with the necessary access can add, update, and view source and memo NC2275
documents. Access to these functions is defined by the System Administrator.

The NC2275 is a multi-ACRN document with no Line Items.

The two formats for the NC2275 are the Economy Act and the Project Order. Each format
requires acceptance to generate an obligation transaction. The data you enter for both formats is
the same but the system-generated format of the document control number (DCN) is different for
each. For an Economy Act NC2275, the ninth and tenth positions of the DCN are WR while the
ninth and tenth positions of the DCN for a Project Order NC2275 are PO.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

FASTDATA Web Site 60 Dec 2012



Step 7 Select Economy Act or Project Order (PO).

Select Document Order Type

Select the type of order(s) for this document:
{?J Economy Act

O Project Order

| Select | | Clo=e |
Step 8 Complete the NC2275 form.
Fields on the NC2275 are described as follows:

REFERENCE NO. (Block 3) - Optional field that contains the document number
authorizing the preparing activity the funds cited.

FUNDS EXPIRE ON (Block 4) - The date on which the associated funding will expire for
obligating purposes.

WORK COMPLETION DATE (Block 5) - This field contains the date by which the
requested work or services must be completed or requested goods must be delivered.

DATE PREPARED (Block 6) - The date on which the document was created.

AMENDMENT NO. (Block 7) - This block appears on the Basic document as 00 by default.
When amendments are prepared against the basic document after it has been exported, the
official amendment numbers will be reflected in this field.

FROM (Block 8) - The activity and address requesting goods or services. Select the
dropdown arrow to view a list of activities by name and address already in the address book.

Note: If the activity name and address are not in the dropdown box from previous
documents, you must create a 5-digit address code to input in the dropdown box, and then
type in the name of the activity and full mailing address. This will prompt the user to save to
the address book when the document is SAVED.

FOR DETAILS CONTACT (Block 9) - This field is optional but will identify the person to
contact at the requesting activity if there are any questions about the order. Select the
dropdown arrow to view a list of valid values or type in a new one on the document.

TO (Block 10) - This is a mandatory field that identifies the activity to receive the document.
Select from the dropdown box if available.

Note: If the activity name and address are not in the dropdown box from previous
documents, you must create a 5-digit address code to input in the dropdown box, and then
type in the name of the activity and full mailing address. This will prompt the user to save to
the address book when the document is SAVED.
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MAIL BILLINGS TO (Block 11) - This is a mandatory field. Select the value from the
dropdown list.

Note: If the activity name and address are not in the dropdown box from previous
documents, you must create a 5-digit address code to input in the dropdown box, and then
type in the name of the activity and full mailing address. This will prompt the user to save to
the address book when the document is SAVED.

ACCOUNTING DATA (Block 12) - This field will add the ACRN. (The Accounting
Classification Reference number) An ACRN is a two- character code identifying each LOA
classification cited on an allotment or fund usage document for the purpose of identifying
each LOA during subsequent stages of process. Click on ACRN box to receive the ACRN
detail screen shown below.

12, ACCOUNT” A#ATATO BE CITED ON RESULTING BILLIMNGS

| ACRN= I

B. c O OBJ E. BU
APPROPRIATION | SUBHEAD CLASS COMTROL

| ACANS

ACRN required fields:

e ACRN - The default value for the first ACRN is "AA". ACRN codes automatically
increment by one character for each subsequent ACRN (example, AA, AB, AC, AD,
etc.). However, you may use any two alphanumeric characters as an ACRN identifier
if the need arises.

e JON - Identifies the job order number (JON) on which the cost for this ACRN will be
captured. Select a valid JON from the dropdown list.

Expense Element — Identifies the type of obligation below the Function/Sub-Function
level. Any or all expense elements can be incurred under a given functional category
or cost account. FASTDATA provides a default value, but you can change it by
selecting the desired value from the dropdown list.

e OMB Object Class - Identifies the Office of Management and Budget object class
designation. Valid values depend on the selected Expense Element. FASTDATA
provides a default value associated to the expense element selected, but you can
change it by selecting the desired value from the drop-down list.

e AMOUNT - This field contains the ACRN obligation amount. The amount is not
entered when the ACRN is created but when you create the line items. All line items
associated with a particular ACRN will roll up and display on the ACRN total.
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ACRN Optional fields:

OMB Sub Object Class - The OMB object class is a 3-digit field. The Sub Object
Class provides a fourth digit for activities desiring an even lower level break out.
Country Code - Identifies the country for purposes of processing the transaction.
Not to exceed code - This is optional and will indicate directions for paying the
obligation. Valid values for this field are shown in the dropdown box.***

New - Select the New button to add additional ACRNs. Add the new ACRN
information same as in the steps above.

Save - Select the Save button to save your ACRN data. If the amount you entered
exceeds the available funds you will receive an error message and will not be able to
save the ACRN.

Close - Closes the ACRN page and returns to the document. Once your ACRN(s) are
saved you will want to close from the ACRN box and return to the document itself.

***Not to exceed code valid values:

Code Function Purpose

C Partial Payments always post as a partial amount and may
exceed the obligation. Used for monthly payment
or yearlong contracts.

D Partial Not to Payments post only as partial amount and may not

Exceed exceed the obligation. If expenditure is final,
STARS-FL makes the expenditure partial. Used for
fixed price contracts.
F Final Payments always post as final amount and may

exceed the obligation. Used in the twelfth month of
a yearlong contract.

G Final Not to Payments post only as final and may not exceed the
Exceed obligation. If expenditure is partial, STARS-FL
makes the expenditure final. Used for fixed-price
contracts.
X Not to Exceed Payments may not exceed the obligation. Used
mainly for reimbursable billings.
Blank Payments may post as partial or final and may

exceed the obligation.

THIS ORDER IS ISSUED AS A () PROJECT ORDER ()ECONOMY ACT ORDER
AND IS TO BE ACCOMPLISHED ON A () FIXED PRICE () COST
REIMBURSEMENT BASIS. WHEN THE FIRST BLOCK IS CHECKED, THE
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FOLLOWING ITEMS APPLY. (Block 13) - Select a desired value to provide additional
information and/or restrictions to the accepting activity.

DESCRIPTION OF WORK TO BE PERFORMED AND OTHER INSTRUCTIONS
(Block 14) - Contains a description in detail or comments on the work or goods requested.

AUTHORIZING OFFICIAL (Block 15) - Identifies the name and title of the authorizing
official who approved the document. Select the dropdown arrow to view a list of valid
values. Field will hold 38 characters.

DATE - Contains the date the authorizing official actually signed the document.

Source or Initiation - Select the applicable radio button.

An Initiation document is created when a requirement is known but funding is not available
at the time of creation. This document does not affect available funding (such as the Source
document does) and is not exported to STARS-FL. The Initiation document can be updated
at any time. Once approval is attained, it can be changed from Initiation to Source via the
Update Process. At that time, the document will affect available funding and will be
exported to STARS-FL.

LOCAL CODE- Code of up to 20 characters identifying document types and groupings for
reporting purposes.

OPTAR LOG-Mandatory Field - Enter the purpose of the log entry or the name of the items
being ordered.

Save - Upon selecting Save, your document number will appear in Block 2 of the NC2275.
Once the document is successfully saved, the user may create another document by selecting
the "Add Another" that appears when the document is in the view after Save mode.

| Addanother | | Ciose |

If you do not wish to create another document at this time select Close.

How to PRINT a NC2275
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.
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Life Cycle of NC2275

The following chart illustrates the transaction flow as the document progresses through its life
cycle. A commitment transaction is established when the document is created. Recording the
acceptance by the performing activity converts the commitment into an obligation. If the
document is amended, the amended cost of the document reverts to a commitment and requires
acceptance of the amendment by the performing activity to move the amended amount of the
document into an obligation status as well. Receipts can be entered but are optional. Once the
invoice is paid, an expenditure is recorded to close out the document.

NC2275 Order for Work and Bervices
Commament Obligation Accounts Payable Disbursemant

STARSAL 915 | 540 510 ' 810
FASTOATA oM AD. 2D, AR RG.RP EV

Croatyon

S

Accepbance
~Ny
Optional Recapd

™~

This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS/FL and FASTDATA to actually
close out the document.

ivaics Payment
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To view the transactions throughout the life cycle of the document, go to Reports/Transaction
History.

A sample report is shown below.

Transaction History Report
Filter: AND SITE IN (CY") AND DOC TYPE IN [N
FA: 974404 Site: CY RC: MP OPTAR: CD FY: 2010
DCN: NE529910WRCYT13
Cnfret DOV Exp O] Return Doc Typs Laat ciry  Document
ACRN Coniract 1D ACRN  call LI Ele  Class Travaler Dats amena  Cd  Status Cost
A4 g52e20CYan Q 252 NC2275 (1] Complete $20.00
Ti T T T i

Exp T;’T:: Draah:s ':;; Am;;::;lst Amend E;r‘;l:l MTE Transaction Description

A CM  D4/22/2010 11:07:12 0 2000 0O | Created By Database User ID=EFPE452334;
FA: 974404 Site: CY RC: MP OPTAR: CE FY: 2010
DCN: NE529310WRCYT702

Cnirct DOV Exp  Ob) Return Doc Type Laat Ctry  Documsnt

ACRN Confract ID ACRN  Call Job Order Ele  Clags Trawsler Date Amend  Cd Status Cost
Al B852820CYQ20 Q 252 NC2275 1] Accepted $420.000.00
Exp %,T;s '[I'Jraauljs T':ﬂ; ﬁrltl;ill?'lsl Amend Eﬁr‘;i:l NTE Transaction Description

¥ cM 102072000 20:13:22 o §70.000.00 OO | C Created By Database User ID=JIOMANALOY;

A AD 117162008 20:05:31 0 §70.000.00 OO | Created By Database User ID=JIOMANALOY;

A CcM 1202272000 16:18:51 [t} $330,00000 D1 c Created By Database User ID=JIOMANALCY;

Ay AD  01/D8/2010 17:00:23 o $350,00000 O1 L Created By Database User ID=JIOIKARIS

Follow-on Processes

Other File menu document processes available for the NC2275 include Amendment, Acceptance,
Receipt, Expenditure, Cancellation and Reinstatement. Receipts can be entered but are optional.
The manual expenditure process will only be used upon guidance from your FA and will indicate
that the expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
Important note to remember: Each time an amendment is created for the NC2275, another
CM (915) commitment is generated. ACCEPT each amendment when the acceptance document

is received so that the new amount will move from CM (915) Commitment to AO (540)
obligation.
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NC2276, REQUEST FOR CONTRACTUAL PROCUREMENT

Purpose

The primary purpose of the Request for Contractual Procurement NC Form 2276 is to request
material, equipment, work, or services when contracts placed with commercial sources can
satisfy your requirements. Transactions generated via the NC2276 are included in the FA's file
export to STARS-FL and recorded as commitments. The NC2276 document type that will be
created in the ninth and tenth position of the DCN is RC.

Generated Transaction

Creation of the NC2276 in FASTDATA generates a commitment transaction (915) that is
transmitted to STARS-FL. A funding validation check is performed at the time the NC2276 is
created to make sure that there are sufficient funds in the OPTAR to support the requirement.

The acceptance of the NC2276 is required on documents $25K or over but this does not generate
an accounting transaction. This acceptance indicates that the FISC or contract office has agreed
to perform the contract for this item.

When the contract is received from the FISC or Contracting Office the user must complete the
Contract process to move the commitment into an obligation (540) transaction that will be
released to the FA and flow to STARS-FL. This Contract process is not done if your Contracting
office sends SPS obligation transactions to STARS-FL, as this interface will begin importing to
FASTDATA and performing the Contract process to the document.

How to CREATE a New NC2276
In the FASTDATA Site application, users with the necessary access can add, update, and view
source and memo NC2276 documents. Access is defined by the System Administrator.

The NC2276 is a multi-ACRN, multi-Line Item document.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the NC2276 document.
REQUIRED FIELDS:

ACRN (Block 13)

This element has to be completed prior to adding line items to the NC2276. The
NC2276 must have at least one ACRN and one Line Item. Select the ACRN button to
add a new ACRN to the document.

13, ACCOUNTING DATA TO BE CITED ON RESULTING BILLINGS

ACRNs . EENEEN |B. APPRO. c D. OBJ E. BU

: SUBHEAD CLASS CONTROL
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Add the ACRN required fields as described below and either select New to open a new template
with the next sequential ACRN identifier, (AB), or select Save to retain your ACRN data and
return to your document. Continue to add ACRNSs as necessary. Users may change the default
ACRNSs assigned by the system to a two-character identifier of their choice.

ACRMs

ACRN Required fields:

e ACRN - The default value for the first ACRN is "AA". ACRN codes
automatically increment by one character for each subsequent ACRN (example,
AA, AB, AC, AD, etc.). However, any two alphanumeric characters may be used
as an ACRN identifier if the need arises.

e JON - Identifies the job order number (JON) on which the cost for this ACRN
will be captured. Select a valid JON from the dropdown list.

e Expense Element - Identifies the type of obligation below the Function/Sub-
Function level. Any or all expense elements can be incurred under a given
functional category or cost account. FASTDATA provides a default value, but it
can be changed by selecting the desired value from the dropdown list.

e OMB Object Class - Identifies the Office of Management and Budget object
class designation. Valid values depend on the selected Expense Element.
FASTDATA provides a default value associated to the expense element selected,
but it can be changed by selecting the desired value from the drop-down list.

e AMOUNT - This field contains the ACRN obligation amount. The amount is not
entered when the ACRN is created but is entered when you create the line items.
All line items associated with a particular ACRN will roll up and display on the
ACRN total.

ACRN Optional fields:

e Trash Can Icon - Select this icon to delete a previously entered ACRN.

e OMB Sub Object Class - The OMB object class is a 3-digit field. The Sub
Object Class provides a fourth digit for activities desiring an even lower level
break out.

e Country Code - Identifies the country for purposes of processing the transaction.

¢ Not to exceed code - This code will indicate directions for paying the obligation.
Valid values for this field are shown in the dropdown box.

e New - Select the New button to add additional ACRNs. Add the new ACRN
information same as in the steps above.

e Save - Select the Save button to save the ACRN data. If the amount entered
exceeds the available funds an error message displays and it cannot be saved to
the ACRN.
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Close - Closes the ACRN page and returns to the document. Once the ACRN(S)
are saved, close the ACRN box and return to the document itself.

REQUIRED FIELDS (Continued):

PROCUREMENT BY CONTRACT OF THE FOLLOWING ITEMS IS
REQUESTED (Block 15)

15. PROCUREMENT BY CONTRACT OF THE FOLLOWING ITEMS IS REQUESTED
THESE ITEMS OAHE @AHE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE

SCREENING @ HAS O HAS NOT BEEN ACCOMPLISHED

Radio buttons indicating that the Line Items are/are not included in the Interservice
Supply Support Program ("are not included" is the default) and Interservice Screening
has/has not been accomplished ("has been accomplished" is the default). Change the

radio buttons to meet the requirements.

Line Item (Block 15) - A NC2276 must have at least one Line Item. Select the Line
Item button in Block 15 and receive the Line Item detail screen below:

NC2276 Line Items
Itemn 1
m ACRN | AL FSC Unit of lesue Quantity |0
Unit Price  |0.00 Amount  |0.00 Serviceftem [ Part No
Description
| New | | Save | | Close |

Add the necessary data and select Save which will save the Line Item data and returns
to the document, or select New which will open another Line Item template assigned

the next sequential number.
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Line Item fields:

e Item # - System-generated sequential number for a particular document line
item. The value automatically increments by one character for each
subsequent line item added to the document.

e Delete Icon - Select the trash can icon to delete the associated line item.

e ACRN - Select one of the ACRNSs from the dropdown list. When adding a
new line item, must indicate a value for the ACRN.

e FSC (Federal Supply Class) - Identifies the first four positions of a National
Stock Number (NSN).

e Unit of Issue - Identifies the standard of measurement to determine quantity
(example - EA for each or BX for box).

e Quantity - Identifies the number of items ordered. If a value for Quantity is
entered, then a value for Unit Price must exist.

e Unit Price - Identifies the cost of an item per unit. If a value for Unit Price is
entered, then a value for Quantity must exist.

NC2276 Line Items
Item 1
m ALCRN AL v F=C Unit of lksue Quantity |0
Unit Price  (0.00 Amount | 0.00 Service tem  [] Part No
Dezcription
| New | | Save | | Close |

e Amount - Identifies the total cost of the line item. Enter an amount or, upon Save,
the system will calculate it by multiplying the Quantity x Unit Price.
e Service Item -
Identifies whether the NC2276 is for the procurement of a service.
e Part Number -
Identifies the part number of the item being ordered.
e Description - Describes the document line item.
e New -
Select the New button to add additional line items.
e Save-
Saves your Line Item entries.
e Close -
Closes the DD448 Line Items page.

After completing adding Line Items, select the Save button. The new line item can be
saved without a value, but the new NC2276 cannot be saved until at least one of its Line
Items contains an amount other than 0 (zero). If values for Quantity and Unit Price,
FASTDATA will calculate the Amount automatically upon Save of the Line Item.
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Source/Initiation

The default for this block is Source. If the document is to be an initiation document,
select the Initiation button.

An Initiation document is created when a requirement is known but funding is not
available at the time of creation. This document does not affect available funding (such
as the Source document does) and is not exported to STARS-FL. The Initiation
document is not exported, and can be updated at any time. Once approval is attained it
can be changed from Initiation to Source via the Update process. At this time the
document will affect available funding and is exported to STARS-FL.

OPTAR Log
The OPTAR log describes the purpose of the log entry that will be printed on the OPTAR
Log or the name of the items being requested.

OPTIONAL FIELDS:

DOCUMENT NUMBER (Block 2) - *NEW in the FASTDATA Web* - Document
number will not generate until the form is completed and saved. Then the document
number populates in block 2.

REFERENCE NUMBER - Fifteen character field identifying the document number
authorizing the preparing activity the funds cited.

FUNDS EXPIRE ON - Identifies the date on which the associated funding will expire
for obligating purposes. The default value is the last day of the active fiscal year.

DMS RATING - A code up to 8 characters identifying appropriate Defense Priorities
and Allocations system DO or DX rating.

PRIORITY - Two-character code combining the Force Activity Designator and the
Urgency of Need Designator.

DATE REQUIRED - Contains the date on which the requested work or services must be
completed and /or requested goods delivered.

AMENDMENT NO. - Source documents will always have "00" in this block.

FROM - A 5 or 6 character code (UIC) identifying the activity or organization funding
the procurement. Select a code from the dropdown list. FASTDATA will retrieve the
associated address from the system address book and complete the block. Or, key in the
address information.

FOR DETAILS CONTACT - The name, code and telephone number of the individual
to be contacted in the event the contracting (performing) activity has any questions
concerning the item(s) or services to be procured. Individuals named in this block may
be from an activity or organization other than the funding activity cited in Block 9.
Either choose a name from the dropdown list or key in the desired information.

FASTDATA Web Site 71 Dec 2012



TO - The Unit Identification Code (UIC), name and address of the activity or
organization that will actually be awarding the contract/order. Choose a name from the
dropdown list and FASTDATA will retrieve the address from the system address book.
Or, key in address information.

MAIL INVOICES TO - The name and address of the organization or activity to which
the vendor's invoices are to be mailed. Choose a name from the dropdown list and
FASTDATA will retrieve the address from the system address book. Or, key in address
information.

TOTAL OF THIS DOCUMENT - Total amount of funds authorized for the document
or amendment.

CUMULATIVE TOTAL - Total amount of funds authorized including all previous
amendments as of the date of that particular document/amendment. For the basic
document, the amounts appearing in 14L and 14M will be identical

TRANSFPORATION ALLOTMENT - Enter allotment or other accounting data to be
charged for transportation charges when applicable

AUTHORIZING OFFICIAL - The name title and signature of the individual in the
requesting activity authorized to issue the document. The date the authorizing official
actually signed the document must also be included. Select a date from the calendar
dropdown.

ITEM DESCRIPTION (BEFORE THE LINE ITEM LIST)
A text field where you can enter non-line item information related to the purchase as a
whole. This information will appear in Block 15 before the Line Item list.)

ITEM DESCRIPTION (AFTER THE LINE ITEM LIST)
A text field where you can enter additional information pertinent to the line items.
Information entered here will appear in Block 15 of the document after the Line Item list.

LOCAL CODE - A code of up to 20 characters that identifies document types and
groupings for reporting purposes.

DATE PREPARED - The date the document was prepared in FASTDATA. Use the
calendar dropdown to select a date.

Step 8 Select Save to save the document. Upon Saving, the document number will appear in
Block 2 of the NC2276. Once the document is successfully saved, the user may create another
document by selecting the "Add Another" that appears when the document is in the View after
Save mode.

Else select Close.

Add Another | | Close |
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How to PRINT a NC2276
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of NC2276

The following chart illustrates the transaction flow as the document progresses through the life
cycle. The commitment transaction is established when the document is created. Recording the
acceptance is required for NC2276 documents over $25K but does not create an accounting
transaction in the life cycle of the document. Recording the contract process for the document
converts the commitment to an obligation. If the document is amended, the cost of the document
amendment generates a commitment and requires acceptance of the amendment if the document
was over $25K initially. This requires contract process to generate the obligation status of the
amended amount. Receipts can be entered but are optional. Once the invoice is paid, an
expenditure is recorded which will close out the document.

NC2276 Request for Contractual Procuremant

Commitment

Obligation

Accounts Peyshie

Olsburssmant

STARSFL
FASTOATA

915

o

&40
AD AD, AR

510

RG, pP

610
EY

AN,

N

Cptared Racapt

™~

This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS-FL and FASTDATA to actually
close out the document.

ks P
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To view the transactions throughout the life cycle of the document, go to Reports, Transaction

History.

A sample report is provided below:

Follow-on Processes

Transaction History Report
Filter: AND SITE IN [CY") AND DOC TYPE IN [NZ)
FA: 974404 Site: CY RC: LJ OPTAR: LJ011 FY: 2010
DCN: NE529810RCCY718
Cnfrct DOV b Return Doc Type Last
ACRM Confract ID ACRN Call Jub Ordar Efe" Clsaja Travsler Date Amend g:, Cost
AR GS AA B52820LJ001 Q 252 NC2276 00 52,12
Ti T T T i

Exp T:,L": D::s ':;::; Am::r;lst Amend g;';'eal NTE Transaction Description

A CM  D5/D5/2010 OT-01:47 o §5212 00 | Created By Database User ID=BFPE452534;

A AD  DSDS2010 07-02-32 o §5212 00 L Contract Nummber: G5; Contract ACRMN: AACreated By Database User ID=BFPE£32524;

A RF  D&D&2010 07:03:02 o $5212 00 F Created By Database User ID=BFPE45253A;

¥ RF  D5/D5/2010 07-03:51 o §5212 0O F Created By Database User ID=EFFE452534;

Y RP D5/D5/2010 08:01:56 o -§5212 DO F Created By Database User ID=BFPE452534;
DCN: NE529910RCCYT19

Cniret DOV Exp  Obj Return Doc Type Last ciry
ACRM Contract ID ACRN Cal SR Ele  Claag Travsier Date Amend  Cd Cost
AR G51 AB B852820LJ001 Q 252 NC2276 (1] $75.00
Ti Ti T T Partial

Exp T;':;‘: D;:s ot ﬁm;;:_lr:l Amend C:;I: NTE Transaction Description

¥ CM  05/052010 10:18:11 o $75.00 00 1 Created By Database User ID=BFPE452534;

Y AD  DS/DS2010 10:17-42 o 52500 0O L Contract Number: G51; Contract ACRMN: AB-Created By Database User ID=BFPE452834;

Other document processes available for the NC2276 include Amendment, Acceptance, Receipt,
Expenditure, Contract, Cancellation, and Reinstatement. Receipts can be entered but are
optional. The manual expenditure process will only be used upon guidance from your FA and
will indicate that the expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
Step 4 Edit a NC2276 Contract by selecting Documents, Contract Document, Edit.

Use the Edit Contract page to modify an existing contract for a NC2276 source or memo
document. You cannot edit a final contract that has been exported to STARS-FL. SPS sites
cannot create or edit a contract unless all amendments to the document have been exported to

SPS.
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NC2276A, ORDER FOR WORK AND SERVICES/DIRECT CITATION

Purpose

The NC2276A is to be used between activities and organizations whenever their primary
requirement is for work and/or services and such work or services will be performed by the
recipient. The NC2276A is designed to be an optional alternative to the Order for Work and
Services (NAVCOMPT Form NC2275) and the Request for Contractual Procurement (RCP)
(NAVCOMPT NC2276). The NC2276A allows the performing activity the flexibility to allocate
the funds provided on the order between reimbursable, direct citation or both.

Neither the requiring nor the performing activity will be required to issue or receive the
NAVCOMPT Form NC2276A and will be allowed to use the NAVCOMPT Form NC2275 and
or NC2276, as appropriate.

NAVCOMPINSTR 7600.30A governs the use of the NC2276A.

The use of the NC2276A determines the document type that will be created in the ninth and tenth
position of the DCN.

» Direct Citation - a specific and definite requirement for the procurement of material,
equipment, or services by contracts placed with commercial enterprises generates document type
=RX

« Economy Act - generates document type = WX

Project Order - generates document type = PX

» Combination of Direct Citation and Economy Act - document type = WX

« Combination of Direct Citation and Project Order - document type = PX

Generated Transaction

Creation of the NC2276A in FASTDATA generates commitment transactions (915) that are
transmitted to STARS/FL. A funding validation check is performed at the time the NC2276A is
created to make sure that there are sufficient funds in the OPTAR to support the requirement.

The acceptance by the performing activity must be recorded in FASTDATA to move the
commitment into an obligation (540) transaction for the Project Order or Economy Act portion
of the document. The acceptance will generate an obligation equal to the amount of the
commitment for the reimbursable portion of the 2276A. If there are any differences, the
document must be amended until the two are equal.

The Contract process must be performed on the direct citation when received back from the

FISC or Contracting Office to move the commitment into an obligation (540) for this portion of
the NC2276A. ACRNSs requiring a contract must be accepted first.
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How to CREATE a New NC2276A

In the FASTDATA Site application, users with the necessary access can add, update, and view
source and memo NC2276A documents. Access rights are defined at the System Administrator
level.

The NC2276A is a multi-ACRN, multi-Line ltem document.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Select the Order Type. The use of the NC2276A determines the document type that will
be created in the ninth and tenth position of the DCN.

Select NC22764 Order Type

Selact the type of order(s) for this document:
[¥] Direct Citation
[¥] Economy act

[ ] Project Order

Step 8 Complete the NC2276A Form.

Block 2 — DOCUMENT NO.- The document number will not generate until you have
filled out the complete form and hit Save. Upon saving, the document number populate
in Block 2.

Block 3 - REFERENCE NO.-This is an optional field that contains the document
number authorizing the preparing activity the funds cited.

Block 4 - FUNDS EXPIRE ON.-This field contains the date on which the associated
funding will expire for obligating purposes. Default date is the last date of the active
fiscal year.

Block 5 - WORK COMPLETION DATE-This field contains the date by which the
requested work or services must be completed or requested goods must be delivered.

Block 6 - DATE PREPARED-This field contains the date on which the document was
created. Default date is the current date.

Block 7- AMENDMENT NO. This will identify the Basic document as 00 by default,
and any official amendments will reflect in this field when created.
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Block 8 - FROM-This field identifies the activity and address requesting goods or
services. Select the dropdown arrow to view a list of activities by name and address
already in the address book.

Block 9 - FOR DETAILS CONTACT-This item identifies the person to contact at the
requesting Site if there are questions about the order. Select the dropdown arrow to view
a list of valid values, or type in the desired POC.

Block 10 — TO-This is a mandatory field that identifies the activity to receive the
document. Select from the dropdown box if available or type in the desired data.

Note: If the activity name and address are not in the dropdown box from previous
documents created, user must create a 5-digit address code to input in the dropdown box,
and then type in the name of the activity and full mailing address. This will prompt the
user to save to the address book when the document is SAVED.

Block 11 - MAIL BILLINGS TO-This is a mandatory field. Select from the drop down
list or enter the desired data.

Note: If the activity name and address are not in the dropdown box from previous
documents created, user must create a 5-digit address code to input in the drop down box,
and then type in the name of the activity and full mailing address. This will prompt the
user to save to the address book when the document is SAVED.

Block 12 - ACCOUNTING DATA TO BE CITED ON RESULTING BILLINGS.
This field contains the 2-position Accounting Classification Reference number (ACRN);
that identifies each LOA classification cited on an allotment or fund usage document for
the purpose of identifying each LOA during subsequent stages of processing.

This element has to be completed prior to adding line items to the NC2276A. The
NC2276A must have at least one ACRN and one Line Item. Select the ACRN button to
add a new ACRN to the document.

12, ACCOUNTING C AE CITED ON RESULTING BILLINGS

ACRNs B. C. D. OBJ E.EU F.5a G H.TT 1. PAA 3. K. AMOUNT
APPROPRIATION | SUBHEAD | CLASS | CONTROL AAA cosT

CODE
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The ACRN page opens, as shown below; displaying a template assigned the ACRN
“AA”. Add the necessary data (JON is required) and either select New to open a new
template with the next sequential ACRN identifier (AB) or select Save to retain the
ACRN data and return to the document.

Continue to add ACRNSs as necessary. Users may change the default ACRNSs assigned by
the system to a two character identifier of their choice. Enter an ACRN before adding a
Line Item.

/o AR

How

JON-Identifies the job order number (JON). When adding a new ACRN, a JON is
required. Use the dropdown pick list to identify the valid available JONS to select for
this document.

Expense Element-ldentifies the type of obligation below the Function/Sub-Function
level. Any or all expense elements can be incurred under a given functional category or
cost account. FASTDATA provides a default value, but it can be changed by selecting
the desired value from the dropdown list. An Expense Element code is required.

OMB Object Class-Identifies the Office of Management and Budget object class
designation. Valid values for the OMB Object Class depend on the value for Expense
Element. FASTDATA provides a default value associated to the expense element
selected but it can be changed by selecting the desired value from the drop-down list.

OMB Sub Object Class - The OMB object class is a 3-digit field. The Sub Object
Class provides a fourth digit for activities requiring a four-digit object class.

Country Code - Identifies the country for purposes of processing the transaction.

Not to exceed code - This is optional and will indicate directions for paying the
obligation. Valid values for this field are shown in the drop down box.

Amount-This field contains the ACRN obligation amount. The amount is not entered
when the ACRN is created but is entered when creating the line items.
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Block 13 - ORDER SELECTION

NOMY ACT ORDER AND IS 7O EEACCOMPLISSED ON & v FDXED PRICE E COST REINBURSENENT BASIS,

FOLLOWING ITENS IS REQUESTED: THESE ITEMS U A @ ARE NOT INCLUDED IN THE
sservice screen O 1as @ Has NOT BEEN ACCOMPLISHED.

1s @ 1snoT auTHORIZED

13A. This block identifies the order as a project order or economy act and
whether it is to be accomplished on a fixed price or cost reimbursement basis.
Default is shown above.

13B. (REQUIRED For Direct Citation Orders)-Verifies that a screening of the
item has taken place to determine if it is included in the inter-service supply
support program. Default is shown above.

13C. Default shows that use of the revised acceptance procedure IS NOT
authorized.

Block 14 - DESCRIPTION OF WORK TO BE PERFORMED AND OTHER
INSTRUCTIONS. The Line Items in this box contain a description in detail or
comments on the work or goods requested. When adding a new source NC2276A, you
must enter at least one line item and one ACRN. The total amount of the line items on
the NC2276A must be greater than 0 (zero). To enter a line item, select the Line Item
button.

14, DESCRIPTION OF WORK TO BE F “"RFORMED AND OTHER INSTRUCTIONS

A ACRN —l C. QUANTITY Attach Separate Sheet If More Space Required. D. ESTIMATED
AMOUNT
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The NC2276A Line Item detail screen opens, defaulting to Line Item 1. Line Item fields
are described below.

21 NC2276A Line Items
Item 1
m ACRN Ak W Unit of lzzue Quantity |0
Unit Price | 0.00 Amount  |0.00 Service tem [
Order Type b FSC Part Mo
Dezcription
| New | | Save | | Close |
o ltem#

A system-generated sequential number for a particular document line item. It
automatically increments by one for each subsequent line item added to the document.

e Delete Icon - Select the trash can icon to delete the associated line item.

e ACRN - Select one of the ACRNSs from the dropdown list.

e Unit of Issue - Identifies the standard of measurement to determine quantity
(example - EA for each or BX for box).

e Quantity - Identifies the number of items ordered. If a value for Quantity is entered,
then a value for Unit Price must exist.

e Unit Price - Identifies the cost of an item per unit. If a value for Unit Price is entered,
then a value for Quantity must exist.

e Amount - Identifies the total cost of the line item. Enter an amount or, upon Save,
the system will calculate the cost by multiplying the Quantity x Unit Price.

e Service Item — Identifies whether the NC2276 is for the procurement of a service.

e Order Type - Select either Direct or Reimbursable to indicate the method by which
the items will be obtained.

e FSC (Federal Supply Class) - Identifies the first four positions of a National Stock
Number (NSN).

e Part Number -

Identifies the part number of the item being ordered.

Description - Describes the document line item.

New-Select the New button to add additional line items.

Save-Saves the Line Items entries.

Close — Closes the DD448 Line Item page.

Block 15 - Provided Thru Reimbursement

Block 16 - Procured by Direct Citation

At the time a Line Item is created, the user has the option of selecting Blank, Direct
Citation or Reimbursement as the Order Type. If they select Reimbursement, the Line

Item amount will appear in Block 15; if they select Direct Citation, the Line Item amount
will appear in Block 16
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Item 1

T ACRN

Unit Price
Order Type

—

Unit of lzsue

Direct Citation
Reimburzement

De=cription

Amount

FsC

NC2276A Line Items

0.00

Quantity |0
Service tem  []

Part No

14, DESCRIPTION OF WORK TO BE PERFORMED AND OTHER INSTRUCTIONS

A, ACRN

B. ITEM NO.

C. QUANTITY

Attach Separate Sheet If More Space Required,

D. ESTIMATED
AMOUNT

AA
AB

1
Z

3 | cartons
0

55.00
$35.00

15. PROVIDED THRU REIMBURSEMENT

16. PROCU

RED BY DIRECT CITATION

17, SUMMARY

ESTIMATED AMOUNT

A, ACRN B. ITEM NO,

C. ESTIMATED
AMOUNT

A, ACRN

NO.

B. ITEM

C. ESTIMATED AMOUNT

A, TOTAL - BLOCK 14D

£44,00

AB 2

V

35.00

AR

1

%

3.00

B. TOTAL - BLOCK 15C

£35.00

C. TOTAL - BLOCK 16C

$5.00

D. BLOCK 15C + 16C

£44,00

CUM | E. REIMBURSABLE
TOTAL

£35.00

TO F. DIRECT CITATION
DATE

£3.00

Block 17 - SUMMARY
17A = Total block 14D
17B = Total block 15C
17C = Total block 16C
17D = Total block 15C + 16C
17E = Cumulative Reimbursable
17F = To Date Direct Citation

Blocks 17E and 17F will include Initiation amounts.

Block 18 - AUTHORIZING OFFICIAL and DATE-Identifies the name and title of the
authorizing official who approved the document. Select the dropdown arrow to view a
list of valid values or type in the desired data; the field will hold 38 characters The date
contains the date the authorizing official actually signed the document. The system
provides a default date of the current date.

Source/Initiation - A radio button selection that identifies the document as either Source
or Initiation. An Initiation document is created when a requirement is known but funding
is not available at the time of creation. This document does not affect available funding
(such as the Source document does) and is not exported to STARS-FL. The Initiation
document is not exported, and can be updated at any time. Once approval is attained, it

can be changed from Initiation to Source via the Update process. At this time the

document will affect available funding and is exported to STARS-FL.

Local Code - A optional code of up to 20 characters identifying document types and

groupings for reporting purposes.
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OPTAR Log - A mandatory field that describes the purpose of the log entry that will be
printed on the OPTAR Log, or the name of the items being requisitioned.

Save — Upon selecting Save, your document number will appear in Block 2 of the
NC2276A. Once the document is successfully saved, the user may create another
document by selecting the "Add Another" that appears when the document is in the view
after save mode. Else, select Close.

How to PRINT a NC2276A
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of NC2276A

The following charts illustrate the transaction flow as the document progresses through the life
cycle. For the PX and WX, the commitment transaction is established when the document is
created. Recording the acceptance by the performing activity for the PX and WX portion of the
NC2276A converts the commitment into an obligation. If the document is amended, the cost of
the document reverts to the commitment and requires acceptance of the amendment by the
performing activity of the PX and WX portion of the NC2276A to move the document back into
an obligation status. Receipts can be entered but are optional. Once the reimbursable bills are
processed, an expenditure will post for the PX and WX reimbursable part of the document,
which will close out the document.

NC2276A Order for Work and 8arvicas/Diract Cltatlon
Commitmant Obligeten Accounts Payable Disburssmaent

STARSAL 916 540 590 | 610
FASTOATA oM A0, AD.AR RG. P BY

PX and WX only
Crason

Accepbanca

NS

Optand ot

™~

imvaica Paymeant
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For the RX documents, the commitment transaction is established when the document is created.
Acceptance must be performed on documents $25K or greater. Recording the contract process
for the RX portion of the document converts the commitment to an obligation. If the document
is amended, the cost of the document reverts to the commitment and requires updates to the
contract to move the document back into an obligation status. Receipts can be entered but are
optional. Once the invoice is paid, an expenditure is recorded for the RX direct citation, which
will close out the document.

NC2276A Order for Work and Services/Direct Citation

Comm!tmant Obligstian Accounts Payable Dlsbursament
STARSFL 915 540 510 | B10
FASTOATA M A0, AD. AR RG PP By
RX only
Crostion
r— \
Ansandmont /

\

Opiond Reospt \
vnics Paymand

This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS and FASTDATA to actually
close out the document.
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To view the transactions throughout the life cycle of the document, go to Reports/Transaction
History.

Follow-on Processes

Other document processes available for the NC2276A include Accept, Receipt, Expenditure,
Contract, Amend, Cancel, and Reinstate. Receipts can be entered but are optional. The manual
expenditure process will only be used upon guidance from your FA and will indicate that the
expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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SF182, AUTHORIZATION, AGREEMENT, CERTIFICATION OF
TRAINING

Purpose

The primary purpose of the information collected on the SF182 is for use in the administration of
the Federal Training Program (FTP) to document the nomination of trainees and completion of
training. Information collected may also be provided to other agencies and to Congress upon
request. This information becomes a part of the permanent employment record of participants in
training programs, and should be included in the Government-wide electronic system, (the
Enterprise Human Resource Integration system (EHRI)) and is subject to all of the published
routine uses of that system of records.

Providing personal information on the form is voluntary but withholding information may hinder
participation in future training events or errors in reporting training events in your human
resources file. Executive Order 9397 authorizes the collection of your social security number on
the form.

This document replaces the DD1556. Existing DD1556s can be viewed, updated, amended,
receipted, or expended; but you will not be able to create new DD1556 documents.

Generated Transaction

Creation of the SF182 in FASTDATA generates an obligation transaction (540) that is
transmitted to STARS-FL. A funding validation check is performed at the time the SF182 is
created to ensure that there are sufficient funds in the OPTAR to support the requirement. A
receipt may be posted against the document but caution must be paid as the invoice may have
already paid and an expenditure recorded. The SF182 can be amended and also can be used in
the credit card cross reference process.

How to CREATE a new SF182
Site users with the necessary access can add, update, and view source and memo SF182
documents. Access to these functions is defined by the System Administrator.

The SF182 is a single ACRN document with multiple Line Items.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the SF182 Form.

Block A.-Agency, code, agency sub-element, and submitting office number. Thisis a
mandatory field that identifies the agency making the training request. If necessary, refer
to items 33 and 35 of the trainee's SF50, Notification of Personnel Action for the Agency
code, sub-element, and submitting office number.
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Block B.-Request Status. Select the status or code that applies: Resubmission, Initial,
Correction, or Cancellation. The default value is 2) Initial.

Section A - TRAINEE INFORMATION
Trainee information is included as a line item entry in the Trainee/Applicant Information
section at the bottom of the form. Section A is not used by BUPERS at the present time
with the exception of the item listed below:

Sevtws A - TRATNE INITRIATION
Fhram rnad wshim s o page & b f e < mmpbetng Hhs |

......

Organization Mailing Address - Contains the mailing address of the requesting
organization. If an address is already established, it will be in the dropdown box.
If not available, a new address code and address will need to be set up. Upon
SAVE of the document, you will be prompted to SAVE the new address.

Section B - TRAINING COURSE DATA

Sertem & - TRAIMING COUASE DATA

’3
|

la. Name and Mailing Address of Training Vendor - Contains the name and mailing
address of the training source.

1b.  Location of the Training Site - Provide mailing address of the training site if
different from 1a. (if same, mark box)

1lc. Vendor Telephone Number - self-explanatory.

1d.  Vendor E-mail Address - self-explanatory.

2a. Course Title Insert the title of the course or the program that the employee is
scheduled to complete.

2b.  Course Number Code - Insert the Course Number Code

Training Start Date - Select the start date of the training completed by the employee.
Training End Date - Select the end date of the training completed by the employee.
Training Duty Hours - Insert the number of duty hours for training.

Training Non-Duty Hours - Insert the number of non-duty hours for training.

R
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10.

11.
12.
13.

14.

15.

16.

17.
18.
19.
20.
21.

22.

23.

Training Purpose Type - Select the purpose for taking this course or program using
the appropriate training purpose type code from the dropdown list.

Training Type Code - Select one of the Training Type Codes from the dropdown list.
Training Sub-Type Code - From the dropdown list, select one (1) Sub-Type
Category code that applies to the training type code selected.

Training Delivery Type Code - Indicates the training delivery method, such as
whether the delivery method is via correspondence or a seminar. Select the desired
value from the dropdown list.

Traditional Classroom (no technology)

Individual or multiple person led, face-to-face training.

On the Job - Formal methods/activities planned and structured to promote learning
by doing; e.g., detail assignments/programs.

Technology - Based Methods mainly using technology, which may include tutorials
embedded in software, CD ROM products, Web-based courses, and interactive media.
Conference/workshop An organized learning event which has an announced
educational or instructional purpose; more than half the time is scheduled for a
planned, organized exchange of information between presenters and audience which
meets the definition of training in 5 U.S.C. 4110; content of the conference/retreat is
germane to improving individual and/or organizational performance; and
developmental benefits will be derived through the employee's attendance.

Blended Training - Requires two or more methods of delivery that must be
completed in order to satisfy the educational requirements.

Correspondence - Self-study course material: Training provided via the assignment
of non-interactive methods such as a book, document, regulation, or manual.
Training Designation Type Code - Select the appropriate training credit designation
type code from the drop-down list.

Training Credit- Amount of academic credit hours of continued education units (1,
1.5, or .75) earned by the employee for the completed training. (This should be
completed by the agency).

Training Credit Type Code - Select the appropriate training credit designation type
code from the drop-down list.

Training Accreditation Indicator - Select Yes, No, or N/A

Continued Service Agreement Required Indicator - Select Yes, No, or N/A
Continued Service Agreement Expiration Date - Insert the date the service
agreement date is satisfied by the employee.

Training Source Code - Select the appropriate training source code from the
dropdown list.

Training Objective - It is important that the objectives for the employee(s) enrolling
in this course or program are related to the strategic objectives of the organization for
which the employee works. Provide text to explain how the training event meets
agency objective(s) and purpose type.

Agency Use Only - For use by an agency as needed.
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Section C - COSTS AND BILLING INFORMATION

Sartien € - COSTS AND STLLING INFORMATION

1. Direct Costs and Appropriation/Fund Chargeable

a. Tuition and Fees -
Insert the actual/final cost of training tuition and fees for training completed by
the employee that was paid for by the Federal Government. If the SF182 is for
more than one trainee, this value should be the tuition for all trainees.

b. Books and Material Costs
Insert the materials cost for training completed by the employee that was paid for
by the Federal Government. If the SF182 is for more than one trainee, this value
should be the cost of materials for all trainees.

C. TOTAL - Costs calculated from 1a and 1b.

2. Indirect Costs and Appropriation/Fund Chargeable
a. Travel
Insert the actual/final travel cost excluding per diem for training completed by the
employee that was paid for by the Federal Government.
b. Per Diem
Insert the actual/final per diem cost (e.g., meals, lodging, miscellaneous expenses)
for training completed by the employee that was paid for by the Federal
Government.
C. TOTAL - Costs calculated from 2a and 2b.
3. Total Training Non-Government Contribution Cost
Insert the cost contributed by the employee or other non-Government organizations for
the training completed by the employee.
4. Document/Purchase Order/Requisition Number
To be completed by the Agency. Document/Purchase Order/Requisition Number for
reimbursement of training costs to responsible Training Vendor. This number is to be
referenced in the billing process.
5. 8-Digit Station Symbol
Insert 8-digit station symbol of the nominating Agency Finance Office.
6. Billing Instructions -
Discount terms - Enter the terms of any discount for early payment. Enter name and
mailing address of nominating Agency Finance Office for billing purposes. Enter
Remarks.
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Section D — APPROVALS

Faction [ - APFRINALS

la - 3e Approvals Employee's Immediate Supervisor, Second-line supervisor, Training
Officer Name, work phone numbers & Email addresses must be entered before submission of
application.

Section E - APPROVALS/CONCURRENCE

S b £ < APUROVALY | COMUDRAEMCY

la. Authorizing Official - Select the name of the authorizing official approving/concurring
with the training request.

1b. Area Code / Telephone Number - Enter the work area code and phone number of the
authorizing official.

1c. Email Address - Enter the email address of the authorizing official.

Section F - CERTIFICATION OF TRAINING COMPLETION AND EVALUATION
Completed upon submission of form.

S b F - CERTIFICATION OF TRAISING COMILETION AND PYALUATIEN

Training Facility - Bills should be sent to the office indicated in item C6 to assure
prompt payment. Please refer to number given in item C4.
Job Order No. - Select a Job Order Number from the dropdown list.
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Expense Element - Identifies the type of obligation or expense charge below the
Function/Sub-function level. Any or all expense elements can be incurred under a given
functional category or cost account. The default value is Q Purchased Services (Other).
Select the dropdown arrow if you wish to change this default.

OMB Object Class - Identifies the Office of Management and Budget object class
designation. Default value is 252.

OMB Sub Object Class The OMB Sub Object Class is a finer division of the OMB Obj
Class code identified by a single character. Select the Sub Object Class code from the
dropdown list.

Not to Exceed Code - Indicates directions for paying the obligation; this code is checked
by bill-paying personnel when paying the obligation.

Country CD - Identifies the country for purposes of processing the transaction.
Payment with Government Credit Card - Check this box if the training course will be
paid for using a government-issued credit card.

Credit Card POC - Identifies the credit card point-of-contact name.

Source or Initiation A radio button selection identifying the document as either Source
or Initiation.

OPTAR Log Mandatory - Describes the purpose of the log entry that will be printed on
the OPTAR Log.

Local Code - Identifies document types and groupings for reporting purposes.

TRAINEES/APPLICANTS INFORMATION

TRAINEES ARFLILANTS | RADEMA TR0
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Select Line Items to add a trainee/applicant to the SF182. When adding a new SF182, at least
one trainee is required. When Line Item is selected, the information listed below is required for
the SF182 Trainees:

SPIRY Tranees

1. Applicants Name (Last, First, Middle Initial) - Self-explanatory.
Office Telephone - Insert the employee's area code, office phone number and extension.
Work Email Address - Employee’s agency e-mail address.

Position Title - Employee's current position within the agency.
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Position Level - Non-Supervisory, Supervisory, Manager, and Executive. Default is Non-
Supervisory.

Does applicant need special accommodation? - Indicate "Yes" or "No". If the
applicant is in need of special arrangements (brailing, taping, interpreters, facility
accessibility, etc), describe the requirements in the space provided. If Yes is selected, an
entry is required in the associated space provided.

Type of Appointment- The employee type of appointment (e.g., Career Conditional
(CC), Career (C), Temporary (Temp.), Schedule A, etc.) from the dropdown list.

Education Level Use the employee educational level codes listed below.
Pay Plan - The employee's pay plan. (e.g., GS, WG, ES...Pay Band)
Series The position classification four-digit series. (e.g., 0201)

Grade/Step - The employee's grade level/pay band level. (1-15/01-03)
Step (1-15/01-03)

OPTIONAL

Current policy requires that Personally Identifiable Information (PIl) be protected. The
following information is optional when completing the SF182. In addition, should the
information be entered, it will be encrypted. The user will also be given the option of
excluding it when printing the document.

Social Security Number/Federal Employee Number- -

Use employee's nine (9) digit SSN. (123456789) or the Federal Employee
Number, the unique number that Enterprise Human Resources Integration (EHRI)
will assign to an employee to identify employee records within the EHRI system.
The user may enter nothing, the last 4 digits of the SSN or the full SSN. If the
user enters the last 4, the SSN will be displayed and printed as ***-**-1234,

Date of Birth (format yyyy-mm-dd) - Employee's date of birth (e.g. if
employee's birth date is March 25, 1951, it would appear as (1951-03-25).

Home Address - Employee's home address, include the street number, city, state,
and zip code.

Home Telephone Number - Employee's area code, home telephone number.

SAVE the line item and return to the document.

Step 8 Save — Upon selecting Save, the document number will appear in Section C Block 4 of
the SF182. Once the document is successfully saved, the user may create another document by
selecting the "Add Another" option that appears when the document is in the view after save
mode. Else, select Close.
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TRAINEES/APPLICANTS INFORMATION

‘/ Add Another Cose
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Close will take you out of the document.

How to PRINT a SF182
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Life Cycle of a SF182

The following chart illustrates the transaction flow as the document progresses through its life
cycle. An obligation transaction is established when the document is created. If the document is
amended, the cost of the document increases/decreases the obligation. Receipts can be entered
but are optional. Once the invoice is paid, an expenditure is recorded to close out the document.
If the document is to be paid with a credit card and used in the cross reference process, a receipt
should not be recorded.

§F182 Requast, Authorization, Agresmant, Cartification of Tralning and Relmbursement

Commitment Obllgation Accounts Payabls Disburmmant
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This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS/FL and FASTDATA to actually
close out the document.
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To view the transactions throughout the life cycle of the document, go to Reports, Transaction
History.

A sample report is provided below:

Transaction Histocy Report
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Follow-On Processes

Other File menu document processes available for the SF182 include Amendment, Receipt,
Expenditure, Cancellation, and Reinstatement. Receipts can be entered but are optional. The
manual expenditure process will only be used upon guidance from your FA and will indicate that
the expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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SF 1164, CLAIM FOR REIMBURSEMENT

Purpose

The primary purpose of the information collected on the Claim for Reimbursement for
Expenditures on Official Business, Standard Form (SF) 1164 is to request payment for approved
local travel and miscellaneous expenses to qualified individuals. For the SF1164, the ninth and
tenth positions of the DCN are “RV”’.

Generated Transaction

Creation of the SF1164 in FASTDATA generates a receipt/accounts payable transaction (RG or
RP) that is transmitted to STARS-FL as a 510 execution code. A funding validation check is
performed at the time the SF1164 is created to make sure that there are sufficient funds in the
OPTAR to support the requirement. An expenditure will post against the document when the
reimbursement has been paid through DFAS.

How to CREATE a New SF1164

Use this form to request payment for local travel and miscellaneous expenses. FASTDATA
records the SF1164 as a receipt. When SF1164 transactions are included in the FA's file transfer
to STARS-FL, they are recorded as accounts payable in STARS as New (N) documents vice T
(updates) or any other transaction type. The document number can't already exist in STARS.

SF1164 documents are also generated in the Defense Travel System (DTS) as an "RV" document.
These are imported to STARS-FL and then transmitted to FASTDATA. However, PLEASE
NOTE that the SF1164s being discussed below are the ones that are generated in
FASTDATA, not through DTS.

Site users with necessary access can add, update, and view source and memo SF1164 documents.
Access rights are defined at the System Administrator level.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.
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Step 7 Complete the SF1164 document.
REQUIED FIELDS:

Department Or Establishment, Bureau, Division Or Office

Identifies the department, establishment, bureau, division, or office to which the
expenditures are to be charged, and identifies the mailing address for the charging
organization. Select the desired value from the dropdown list.

Claimant Name - Identifies the name of the person submitting the claim. Select the
desired value from the dropdown list or manually enter a value.

Social Security No. - Identifies the Social Security number (SSN) of the claimant; the
SSN is stored encrypted although it appears on-line unencrypted.

CLAIMANT MAILING ADDRESS (Include ZIP Code) - Identifies the address of the
person submitting the claim.

Office Telephone Number - Contains the office phone number of the claimant.
ACRN
The ACRN block must be completed before you create the Line Items.

Select the ACRN button to add an Accounting Classification Reference Number
associated with the document.

Ne= 1)
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Select the correct JON from the drop down box, Expense Element, OMN Object Class, Not to
Exceed Code (if you use it), and the amount to be reimbursed. Click on SAVE.

If more than one ACRN is to be added, click on NEW to add another ACRN. Once all ACRNs
complete click on SAVE and CLOSE. This will returns user to the main SF1164 document.

Line Items
Select the Line Items button to add new line item(s) associated with the document.

DATE Ex3lain expenditares in s3ecic detal MILEAGE
/ RATE
o lan
E -

| Mo Line Ttems
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SF1164 Line Items

Mileage Rate: [0.0

tem 1

m Month: JUL  w Mo. Miles: |0
Day: 06 Mileage: 20.00
Expenze Code: C - Other Expenzez W Fare or Tol: |0.00
From Location:  |Reimbursement for Addttional Persons: |0
To Location: parking fees Tips and Mizcellaneous: | 26.00

Cloze

If mileage is being claimed, fill in the Mileage Rate.

Use the drop down to select the appropriate month and fill in the Day of the month.
Use the drop down to select the type of expenses.

Use the From and To location fields to describe the reimbursement.

If mileage is being claimed, fill in the No. Miles field. The system will multiply the
Mileage Rate times the No. Miles to compute the Mileage amount.

Complete other optional fields as applicable.
CLOSE the Line Item to go back to the document.

Source/Initiation - Select the applicable radio button. An Initiation document is
created when a requirement is known but funding is not available at the time of creation.
This document does not affect available funding (such as the Source document does) and
is not exported to STARS-FL. The Initiation document is not exported, and can be
updated at any time. Once approval is attained, it can be changed from Initiation to
Source. At this time the document will affect available funding and is exported to
STARS-FL.

OPTAR Log - Describes the purpose of the log entry that will be printed on the OPTAR
Log or the name of the items being requisitioned. When adding a new source SF1164,
you must enter a value for OPTAR Log.

OPTIONAL FIELDS:

Voucher Number (System Generated) - Equates to the Document Control Number.

Schedule Number - Code of up to 15 characters identifying a schedule number.
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Funds Expire On - Identifies the date on which the associated funding will expire for
obligating purposes.

Date - Identifies the calendar year in which the claim occurred.
Mileage Rage - Identifies the rate per mile for travel.

Local Code - Code of up to 20 characters identifying document types and groupings for
reporting purposes.

Step 8 Select Save to save your document. If you wish to create another document, you can
select the "*Add Another' that appears when the document is in the view after save mode. This
will initiate a new document process for the same document type and subtype. Select Close to
return to the select Document menu.

How to PRINT a SF1164
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of

this Guide.

Life Cycle of a SF1164

The following chart illustrates the transaction flow as the document progresses through its life
cycle. A receipt transaction is established when the document is created. Recording the
expenditure occurs when DFAS has paid the reimbursement invoice to close out the document.

8F1164 Glaim for Reimbursement for Expenditures on Officid Business

Commbmant Obligation Accounts Payable Disburseenamt
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This life cycle has been simplified and assumes that a final invoice payment has been recorded.
Adjusting transactions may need to be recorded in both STARS and FASTDATA to actually
close out the document.
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To view the transactions throughout the life cycle of the document, go to Reports, Transaction
History.

A sample report if provided below:

Transaction Mistory Report
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Follow-on Processes

Other File menu document processes available for the SF1164 include Expenditure, Cancellation,
and Reinstatement. The manual Expenditure process would only be used upon guidance from
your FA and will indicate that the expenditure did not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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CREDIT CARD SOURCE DOCUMENT

Purpose

This process was specifically designed to be used in conjunction with an activity’s credit card
purchases. It can be used to help keep FASTDATA and STARS-FL in sync and for
reconciliation and tracking of credit card business.

This document was previously a Memorandum document; but with the 10-1 release of
FASTDATA Web, it is now a Source document. A serial range must be created by the FA
specifically for this type document and cannot be combined with any other serial range.
An “MD” will appear in the 9" and 10™ positions of the Credit Card document.

Generated Transaction

Creation of both the SDN and the MILSTRIP Credit Card source document generates an
obligation (AO) that is transmitted to STARS-FL as an execution code 540. A funding
validation check is performed at the time the Credit Card is created to ensure that there are
sufficient funds in the OPTAR to support the requirement.

Credit Card source documents may be created as Initiations, in which case, funds are not
adjusted and no transaction is created for export to STARS-FL.

How to CREATE a New Credit Card Document
Site users with the necessary access can add, update, and view Credit Card documents. Access
rights are defined by the System Administrator.

The Credit Card is a multiple ACRN, multiple line item document.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide.

Step 7 Complete the Credit Card document.
REQUIRED FIELDS:

Source/Initiation - Select the applicable radio button. An Initiation document is created
when a requirement is known but funding is not available at the time of creation. This
document does not affect available funding (such as the Source document does) and is
not exported to STARS-FL. The Initiation document is not exported, and can be updated
at any time. Once approval is attained, it can be changed from Initiation to Source. At
this time the document will affect available funding and is exported to STARS-FL.

OPTAR Log - Describes the purpose of the log entry that will be printed on the OPTAR
Log or the name of the items being requisitioned.

ACRN (Accounting Classification Reference Number) - An ACRN identifies each
long LOA classification cited on an allotment or fund usage document for the purpose of
identifying each LOA during subsequent stages of processing. The ACRN block must
be completed before creating the Line Items.
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Line Item - A Credit Card must have at least one Line Item. Select the Line Item button
and receive the Line ltem detail screen. Elements on the screen are described below.

Credit Card Line Items
Item 1
m ACHN Al W Unit of lzzue Quantity |0 Unit Price  [0.00 Amount  |0.00
Dezcription
| New | | Save | | Close |

e Item # - System-generated sequential number for a particular document line item.
The value automatically increments by one character for each subsequent line
item added to the document.

e Delete Icon - Select the trash can icon to delete the associated line item.

e ACRN - Select one of the ACRNSs from the dropdown list. When adding a new
line item, must indicate a value for the ACRN.

e Unit of Issue - Identifies the standard of measurement to determine quantity
(example - EA for each or BX for box).

e Quantity - Identifies the number of items ordered. If a value for Quantity is
entered, then a value for Unit Price must exist.

e Unit Price - Identifies the cost of an item per unit. If a value for Unit Price is
entered, then a value for Quantity must exist.

e Amount - Identifies the total cost of the line item. Enter an amount or, upon Save,
the system will calculate the cost by multiplying the Quantity x Unit Price. Until
a future release, a new Credit Card Source document with a negative amount
cannot be crfeated, such as for an item purchased with an MPC credit card
that has been returned.

e Description - Describes the document line item.

e New — Select the New button to enter additional line items.

e Save - Saves your Line Item entries.

e Close - Closes the Credit Card Line Items page.
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OPTIONAL FIELDS:

Local Code - A code of up to 20 characters that identifies document types and groupings
for reporting purposes.

Approval Number - A 6-position field in which the user may enter an approval number.

Cardholder/Card - The Cardholder making the purchase and a partial display of that
cardholder’s credit card number. User must select from the dropdown list.

Vendor - The vendor to be used in this particular purchase. User must select from the
dropdown list.

Step 8 Select Save to save the document.

To create another document of the same type, select the **Add Another™* button that appears at
the bottom of the document in the view after Save mode. This will initiate a new document
process for the same document type.

If there is only one serial range for that document type, the system will automatically use that
serial range when creating the new document. If there is more than one serial range,
FASTDATA will prompt the user to pick a serial range.

Else, select Close.

| Addanother | | Ciose |

How to PRINT a Credit Card Document
Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.

Upon successful print of the document, notice that the line of accounting prints in the ACRN
area and that there are three signature blocks at the bottom of the form. The Authorizing
Official signature is for your credit card folders used in the audits done on credit card
purchases.
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Document Number: NEDU00IOMDC403
Optar Log: Experiment
Transaction Date: 071122010

- 00000

Local Code

MPC: MO

[[] Transaction Released  Fartial/Final

Approval Mumber:

Vendor: DIVIME IMAGING, INC.

Bank OCH

Page 1 of 1

Authorizing Cfficial

Card Holder: KALVIM L, JOHMSONDD02  Credit Card: "***"*""*"350738 Requisition/ACRN: [
Mot to Expense OMB OMB Sub
ACRN | Job Order Number Country Code  |Excesd Element Object Class Object Class Amount
Al EDUDDITMT11 C Q 250 §512.00
AB EDUDDITM222 T 260 548.00
ACRM Page Total 530.00
ltem Quantity | Umnit OF
ACRN |Mumber| Line ltem Description Ordered | lssue Unit Price Line lam Total
AA 1 4| EA 53.00 $12.00
AB 2 0 50.00 $43.00
Signature Diate Line ltern Page Total: 560.00
Department Head

T Approving Official Grand Total: 580.00
Cumulative Total: 5a0.00

Also note that the Grand Total for the document is displayed, as well as a Cumulative Total that
would include basic and amendment amounts as in the example below:

1 ] ] ] ]
Signature Date Line ltem Page Total: $1.00

Department Head
T Approving Official Grand Total: §51.00
Authorizing Official Cumulative Total: 501.00
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Follow-on Processes

Other File menu document processes available for the Credit Card include Amendment,
Acceptance, Receipt, Expenditure, Cancellation and Reinstatement. The manual expenditure
process will only be used upon guidance from your FA and will indicate that the expenditure did
not flow to the Site from STARS-FL.

Follow-on Processes steps are provided in the Maintenance Section of this Guide.
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DD1155, ORDER FOR SUPPLIES OR SERVICES

Purpose

When initiating the action to create a new DD1155, specify the type of document to create on
the Select DD1155 Order Type page. (See figure below.) Create an On-Site or Off-Site
purchase order.

Select DD1155 Order Type

Select the type of order(s) for this document:

(&) on-Site Purchase Order

(O on-sSite Delivery Order (F Contract)
() On-Site Delivery Order (DO/BPA)
(O Off-Site Purchase Order

O off-site Delivery Order

Creating a new On-Site DD1155 requires a valid FASTDATA requisition/purchase request
document, i.e. a DD1149, DD1348-6, NC2276, or NC2276A. (If selecting a NC2276 as the
requisition/purchase request and the value of the NC2276 exceeds $25,000, the NC2276 must be
accepted.)

Off-Site DD1155 documents can be created by an organization that has limited purchasing
authority for an organization that has no purchasing authority. Therefore, the
requisition/purchase request document is outside FASTDATA,; and the DD1155 requires entry of
all information, including the line of accounting.

According to DoD Financial Management Regulation (FMR) Volume 1, Chapter 1, references to
the DD1155 contracting authority and policies in the DoD FMR are only for guidance to
disbursing offices. The contracting manuals govern contracting actions which include, but are
not limited to, the Federal Acquisition Regulation (FAR), DoD Federal Acquisition Regulation
Supplement (DFARS), and the Prompt Payment Act (PPA) of 1982, Public Law 97-177, and the
PPA Amendments of 1988, Public Law 100-496.

Generated Transaction

Creation of the DD1155, using a requisition/purchase request document in FASTDATA,
generates an obligation (540) transaction to the requisition/purchase request document. In other
words, the DD1155 obligation will be posted against the DD1149, DD1348-6, NC2276, or
NC2276A. The DD1155 will generate an obligation equal to the amount of the commitment of
the requisition/purchase request document if the DD1155 amount matches the commitment
amount.

The DD1155 will show as its own line on DISPLAY document and print document screens.

However, it won't show up as a filter choice in the transaction history and document status log;
only the requisition/purchase request document will show the history of transactions.

FASTDATA Web Site 105 Dec 2012



For an Off-Site DD1155 or SF30, or for an administrative On-Site DD1155 (zero dollars or no
transactions) the document status will be marked as exported when the process runs to export
transactions to the FA. This will allow further SF30s to be created. This rule also applies to On-
Site DO/BPA 'H' contracts.

A DD1155 or SF30 CANNOT be an Initiation document. Funds adjustments and transactions
go against the requisition document, not the DD1155 or SF30.

Each combination of allowable contractible requisitions (DD1348-6, DD1149, NC2276, or
NC2276A) and On-Site DD1155 (Purchase Order, Delivery Order F-Contract, Delivery Order
DO/BPA) should pull the data forward from the requisition to the DD1155.

How to CREATE a DD1155
Users with the necessary access can add, update, and view DD1155 documents. Access is
defined at the System Administrator level.

Step 1 Complete the FIRST FOUR (4) logon steps provided in the HOW TO CREATE A
FASTDATA DOCUMENT section of this Guide.

Step 2 Select the Order Type you wish to create.

Select DD1155 Order Type

Select the type of order(s) for this document:
&) On-site Purchase Order

O on-Site Delivery Order (F Contract)

) on-site Delivery Order (DO/BPA)

(O Off-Site Purchase Order

O off-site Delivery Order

| Select || Close |

The top three selections are to be used when creating a DD1155 citing your line of accounting.
The first two selections will display a screen similar to the one below from which to choose the
existing FASTDATA document against to enter the contract:
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Select Document for New DD1155
Filter
DCH: OFTAR Log: Document Type: Local Code:
L
Created Date: Sort Order:
' Created Date | %
Equalz - OAscendmg
@ Descending
Results
PAGE: 1
DCHN Amend Memo Status Exported OPTAR Log Document Type Local Code Created Date
NEDUOOOSRCASOOT oo M Finalized Y JulosRC NC2276 7/6/2010
MNEDUOOOSRCASOO0 oo M Finalized Y SOFTWARE-LDWIN NC2276 1/21/2009

When the document is visible in the Results section, click the DCN hyperlink. If the document
is not readily visible, use the Filter section at the top of the screen.

An On-Site Purchase Order (sub type = ‘M”) will prompt for a serial range (if more than one has
been set up for DD1155s) and uses the number generated from the serial range to build Block 1
(Contract/Purchase Order #).

An On-Site Delivery Order (sub type = ‘F”) (F-contract) will prompt you for a serial range (if
more than one has been set up for DD1155s) and uses the number generated from the serial
range to build Block 2 (DO/Call #).

Selection of the 3™ choice, On-Site Delivery Order (DO/BPA) as shown below, will result in
the screen entitled Create a Contract or Select an Existing Contract for New DD1155. This type
(sub type ='A") does NOT prompt for a serial range. The user must enter the Contract number
and a 4-digit DO/BPA or select from a list of existing DD1155 Contract numbers and DO/BPAs.

Select DD1155 Order Type
Select the type of order(s) far this document:

() On-Site Purchase Order

) On-Site Delivery Order (F Contract)
® on-site Delivery Order (DO/BPA)
() Off-Site Purchase Order

O off-site Delivery Order

| Select || Close |
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Create a Contract or Select An Existing Contract for New DD1155

Create a DCN

Enter Contract Number - DD1155

Contract Number: Do/BPA;
Select Document
PAGE:
Contract

Filter Has No Results

a. Choose a contract number that already exists.
Or

b. Enter a new one.

c. Enter DO/BPA four digit number.

d. Select SAVE and receive a screen similar to:

The contracts in the list have to be DD1155 contracts — not ones created through the Contract
process.

For Off-Site DD1155s, the user must key enter the Requisition number in Block 4 of the form.
This key-entered number must not exist in FASTDATA for that FY and Site ID. The required
fields for a DD1155 will differ slightly, depending on which document type you select.

An Off-site Purchase Order (sub type = ‘MO”) prompts the user for a serial range (if more than
one has been created for DD1155s) and uses the number generated by the serial range to build
Block 1 (Contract/Purchase Order #).

An Off-site Delivery Order (sub type = ‘FO”) prompts the user for a serial range (if more than
one has been created for DD1155s) and uses the number generated by the serial range to build
Block 2 (DO/Call #).

Step 3 Complete the DD1155 by entering data in the fields defined below.
Contract No. (Block 1) - Identifies the document number requesting/authorizing
contractual procurement; this number will be a 13-position document number. The On-

Site F contract and Off-Site delivery orders require an entry. For other types of DD1155
documents, this field is display-only.
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Date Of Order (Block 3) - Identifies the date the document was created in the system.

Requisition No. (Block 4) - Identifies the document number requesting/authorizing
contractual procurement; this number can be a 14- or 15-position document number. An
entry is required for the DD1155 Off-Site orders. For On-Site DD1155 orders, this field
is display-only.

Priority (Block 5) - Identifies the claimant program number as defined in Volume I,
Section 111 of the DOD Procurement Coding Manual.

Issued By (Block 6) - Identifies the name, address, and code of the activity requesting
the goods or services. Select the drop-down arrow to view a list of valid values.

Administered By (Block 7) - Identifies the UIC and address of the administrating office.
Select the dropdown arrow to view a list of valid values.

X IF BUSINESS IS (Block 11) - If the contractor providing the supplies or services is a
small, small disadvantaged, or women owned business, you must indicate so by enabling
all applicable check boxes: SMALL, SMALL DISADVANTAGED, and/or WOMEN-
OWNED.

Contractor (Block 9) - Identifies the contractor. Enter the desired three-, five- or six-
character value or select the dropdown arrow to view a list of valid values. If entering a
new Contractor Code, must also enter the contractor's Name and Address. If it is new,
user will be prompted to Save it to the address file when the document is Saved.

Name And Address - ldentifies the name and address of the contractor.

Facility - Identifies the UIC of the issuing office. Select the dropdown arrow to view a
list of valid values.

Delivery To FOB Point By (Date) (Block 10) - Contains the date by which requested
items or work/services must be delivered or completed.

Discount Terms (Block 12) - Identifies the discount terms associated with the document.

Mail Invoices To The Address In Block (Block 13) - Identifies the DD1155 block
containing the name and address of the activity to receive the invoice.

Ship To (Block 14) - Identifies the name, address, and code of the activity to receive the
document. Select the dropdown arrow to view a list of valid values.

Payment Will Be Made By (Block 15) - Identifies the UIC and address of the
organization paying the invoice. Select the dropdown arrow to view a list of valid values.

Reference your (Block 16) - Contains the document number authorizing the preparing

activity for the funds cited. An entry is required for DD1155 purchase orders and for the
off-site delivery order.
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If this box is marked, supplier must sign Acceptance and return the following
number of copies: (Block 16) - Indicates whether a vendor must sign for acceptance and
the number of copies that must be returned to the contracting office.

United States Of America By (Block 24) - Identifies the name and type of contracting
or purchasing/ordering officer. Select the dropdown arrow to view a list of Contracting
Officers or Purchasing/Ordering Officers or add a new name.

Local Code (optional) - Code of up to 20 characters identifying document types and
groupings for reporting purposes.

OPTAR Log (required) - Describes the purpose of the log entry that will be printed on
the OPTAR Log, or the name of the items being requisitioned.

Adding/Adjusting an ACRN
(Block 17) Data elements that will be pulled forward from the requisition document
into the DD1155 on the On-Site DO/BPA type. All On-Site DD1155s should default
the amounts for each ACRN to the cumulative commitment values of its requisition
ACRN. User will be able to change the amounts on the DD1155 ACRNS. If an
ACRN exists on the DD1155, it must have an amount greater than zero. User may
delete an ACRN from the DD1155. Upon updating the DD1155 or creating an SF30
Mod, user can Add back an ACRN that existed on the requisition document.

Accounting And Appropriation Data - ACRN

Identifies the Accounting Classification Reference Number. The ACRN in the DD1155
will reflect what was in the referenced document. To add a new ACRN to the document,
select NEW and fill in the JON, EE, OMB Obj Class and the optional fields as desired.
SAVE and Close to return to the main document.

ACRMn

§ | ACRN AN JOK EDUSOTABIES  CipenseTiemest [T OMD Ot Cioss 268 VD Sib Objact Clase
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Line Item

Contains information about the line item(s) associated with the document. This will
reflect the information detailed in the referenced document. To edit a line item, select the
open fields and make the changes. To add a new line item, select NEW. Once the
information is entered, select Save and Close to return to the main document.

DO1155 Lee Revs

oo Save Cloes

Step 5 Upon completion of the DD1155 document, select SAVE. Then select Close to exit the
DD1155 document. You will not be prompted to add another document.

Life Cycle
The other File menu document process available for the DD1155 is Cancel. When you cancel a

DD1155 document, its records will be preserved and marked as cancelled so that it can be
reinstated. You can reinstate a cancelled DD1155. A DD1155 or SF30 can be cancelled or
updated only until it is exported.

There is no transaction flow to the DD1155 or SF30, as the transactions post on the requisition
document as it progresses through its life cycle. The DD1155 and SF30 will generate obligations
to the requisition document.

Receipts and expenditures can be entered only to the requisition document to close out the
requisition document. These transactions do not post to the DD1155 or SF30.

The DD1155 can be amended using the SF30 document.
How to PRINT a DD1155

Complete the steps provided in the HOW TO PRINT A FASTDATA DOCUMENT section of
this Guide.
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SF30, CONTRACT MODIFICATION

Purpose
The Standard Form (SF) 30 is used to create a contract modification to a DD1155 purchase or
delivery order. An SF30 cannot be created against a DD1155 that has been cancelled.

Generated Transactions

When initiating creation of a new SF30, the Select Document page will open, allowing user to
designate the DD1155 for which creating a contract modification. After selecting the desired
DD1155, the New Source SF30 document page will open, displaying requisition data from the
selected DD1155. Note that when creating a new SF30, the actual contents of the DD1155 do
not physically change.

Cannot create an SF30 for an On-Site DD1155 that has not been exported unless the active fiscal
year is also the outyear.

An SF30 CANNOT be an initiation document, as funds adjustments and transactions go against
the parent requisition document.

How to CREATE an SF30

Site users with the necessary access can add, update, and view source SF30 documents. Access
to add, update, view, and perform other document processes on SF30 document is defined at the
System Administrator level.

When adding a new source SF30 for an Off-Site contract, user can add new ACRNSs and delete
and view ACRNs. When adding an SF30 for an On-Site contract, the document will contain the
ACRNSs from the associated DD1155. For On-Site contracts, user can add existing ACRNSs to
the document, and update and delete ACRNS.

The SF30 requires at least one ACRN. To add, view, or delete an ACRN, select the ACRN
button located in the Appropriation Data area of the SF30.

Step 1 Complete the FIRST FOUR logon steps provided in the HOW TO CREATE A
FASTDATA DOCUMENT section of this Guide.
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Step 2 Select a DD1155 document for which you wish to create a SF30 amendment.

Gelect Documant for Naw 5120

Filtuy

DN ORTAR Leg Docavert Tyze Laded Code
-
Creqles Dne Lo Urder
{ B [Crostestun W
) Aszest
Taanly - X ey
2 Dencening
Fear
Reanlt
PAGE ¢ 2 3
DN Amend Mema Stalus  txported OFIANR Lag Decumenl Type Local Code Cranted Dale
A1 e g9 N Complets Y TEST 001355 TEST B20/2009
(RS O o N Compiety Y vest D01:5S test B0/ 2008
A2 1 2052000 20 N Complets Y resy 201158 Year 202008
195021 26 0 N Camplete Y TEST 201155 TEST 872012009
(ARG ST s a0 " Compims Y TEST DO1355 TEST AIN2D0S

All documents available to have a modification SF30 will appear. Filter for the document if it is
not visible on the screen.

Step 3 Complete the SF30 document.
REQUIRED FIELDS:
Effective Date - Contains the date the document was created in the system.
Accounting and Appropriation Data (If required)

Contains the ACRN and long line of accounting. The selected DD1155 ACRNSs
will display. The SF30 should default the amounts for each ACRN to $0.

12.| ACRNS | ACCOUNTING AND APPROPRIATION CATA (If raquired)

AA 1751804 2245 000 06783 0 068366 20 000000 234238059824 s0.00
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Off Gie ACRNs
ACRNA

Adding a New ACRN

If a new ACRN is to be added, select New; enter the information desired; and
click Save.

Adjusting Funds of an Existing ACRN
The amount for each ACRN is the modification amount for that SF30 ACRN and
not a cumulative amount.

Close exits to the main SF30 document and reflects the changes made.
OPTAR Log
Describes the purpose of the log entry that will be printed on the OPTAR Log, or
the name of the items being requisitioned.
OPTIONAL Fields:
Project NO. (If applicable) - Identifies a specific project.

Issued By Code - Identifies the activity requesting goods and/or services and that
activity's address. Select the dropdown arrow and choose the desired value.

Administered By Code - Identifies the UIC of the administrating office and that
office's address. Select the dropdown arrow and choose the desired value.

Name And Address Of Contractor (No., street, county, State and ZIP Code)
Identifies the contractor and the contractor's address. Select the dropdown arrow
to choose the desired value or enter the desired three-, five- or six-character value.

Facility Code - Identifies the UIC of the issuing office.
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THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

A. THIS CHANGE ORDER IS ISSUED PURSUANT TO: (Specify
authority) THE CHANGE SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NO. IN ITEM 10A. - Identifies the reason for entering a
change on a change order.

B. THE ABOVE NUMBERED CONTRACT/ORDER IS MODIFIED
TO REFLECT THE ADMINISTRATIVE CHANGES (such as changes in
paying office, appropriation date, etc.) SET FORTH IN ITEM 14,

PURSUANT TO THE AUTHORITY OF FAR 43.103(b). - This check box
indicates that a modification reflects an administrative order or a change order.

C. THIS SUPPLEMENTAL AGREEMENT IS ENTERED INTO
PURSUANT TO THE AUTHORITY OF: - Identifies the authority for entering
a change on a supplemental agreement.

D. OTHER (Specify type of modification and authority) - Identifies the
reason a change is entered on a change order if other than being issued, reflective,
or entered.

IMPORTANT: Contractor is not/is required to sign this document and
return <number> copies to the issuing office. - Indicates whether a vendor must
sign for acceptance and if so, the number of signed copies the vendor must return
to the contracting office.

Description Of Amendment/Modification - Identifies the purpose or intent of
the modification to the contract.

Name And Title Of Signer (Type Or Print) - Identifies the name of the
contracting or order-purchasing officer. Select the desired value from the
dropdown list.

Local Code - Code of up to 20 characters identifying document types and
groupings for reporting purposes.

When modifications are completed select Save.

View the Transaction History report, selecting the requisition document (if modification was
done to the dollar value) to see the effects from the SF30 being done to the DD1155 document.
An Administrative modification will not show on the requisition document history.
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Follow-on Processes
The other File menu document process available for the SF30 is Cancel. It cannot be reinstated.
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FASTDATA MEMORANDUM RECORDS

INTRODUCTION

Creating a memorandum record allows a transaction to be entered into the FASTDATA
application, updating records and STARS-FL, without generating a printable source document.
Memo documents affect the OPTAR's status of funds and create commitment, obligation, or
receipt transactions for STARS-FL.

After entering a memo document, it will be as if a source document was entered, with these
exceptions:

*  NC2275, NC2276, NC2276A, SF182, and DD448 memo records cannot be amended. If
anticipating amending one of these records in the future, do not create them as memo
records.

» Receipts cannot be entered against a memo SF44, Fuel Chit, or SF1164, as the initial
entry of these types establishes a receipt transaction.

« Minimal data is required for entry of a memorandum record in FASTDATA. Therefore,
insufficient data is available to produce a printed document via the FASTDATA
Print function.

For both source and memo documents, FASTDATA does not allow a transaction to be created
that exceeds the Site’s authorization if the FA has enabled “Check for Funds” in the OPTAR
record. After the price is entered on a document, the system will check the total amount against
the authorization to which the associated JON belongs.

As with the Source documents, the Memo document transactions that occur throughout the life
cycle of the documents can be viewed in the Transaction History report. For Memo documents,
the transaction flow will follow the same logic as the Source version of the same document.

The Purpose and Generated Transaction for each memo document will correspond with
the Purpose and Generated Transaction for the comparable source document.

All valid data that is imported from external systems (travel, MPC credit card, etc) is stored in
FASTDATA as viewable and maintainable Memo Records. Imported external transactions at
the Site do not require that the FA provide a supporting Serial Range.

Site users with the necessary access can add, update, and view Memorandum documents.
Access rights are defined at the System Administrator level.
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Memorandum Records are initiated in the same manner as the Source Documents, i.e. by
selecting Documents, New Document.

Documents. ..

Dizplay Document

Document Summary

Update Document

Accept Document...

Amend Document
Contract Process...
Cancel Document
Reinstate Document

Print Document

Select the Memo tab of the New Document Select screen to view a list of the documents that are
available to be created in the Memo format.

Mew Document Select

Source | Memo | Supplements
DD1149 Requisition and Inveice/Shipping Document
D01348 MILSTRIP Requisition
DD 3486 MILSTRIP Requizition (Long Form)

Doe10 Travel Order (TAD only}
Dnzaz Printing Requizition/Order
DD443 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZZT5 Order for Work and Services

NCZ2Z76 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILWAN LABOR
G334 DOCUMENT
FUEL CHITS

MISCELLANEQUS

Some will have comparable Source document entries in FASTDATA and some will not.
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DD1348-6 MEMORANDUM

How to CREATE a Memorandum DD1348-6

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT

section of this Guide. Your selection in Step 4 will look like the following:

//
New Document Select /
Memo |

Sounce |7 Supplemental
DD1145 Requisition and Invoice/Shipping Document
001343 WMILSTRIP Requisition
DD1348-5 MILSTRIP Requizition (Long Form) l_|
DDe10 Travel Order (TAD only)

DDzaz Printing Requizition/Order
D044 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZITS Order for Work and Services

NCZ276 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILIAN LABOR

G54 DOCUMENT

FUEL CHITS

MISCELLANEQUS
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Step 7 Complete the Memo DD1348-6.

DD13486 Memo
Local Code: OPTAR Log: |WIDGETS
JON: ECUQ0STMZ222 - SUPPLIES A Country Cd:
Expense Element: | T- Supplies w OMB Object Class: | 260 %
Quantity: |4 OMBE Sub Object Class: w
Unit Price:  [4.00 Amount:  |0.00
Not To Exceed Code: w
| Save | | Cloze |

Fill in the required fields of OPTAR Log, JON, Expense Element, OMB Object Class, Quantity
and Unit price. Select Save.

Once the document is successfully saved, the user may create another document of the same type
by selecting the "Add Another" that appears when the document is in the view after save mode.
If you do not wish to create another document, select Close.

The DD1348-6 will produce a commitment transaction and may need to have the Contract
process performed to move the commitment to an obligation just like the source DD1348-6
document unless when a receipt is entered it is to be crossed to a supply system, then the contract
process is not required to obligate.

NOTE: As a reminder for document creation during the Outyear, MILSTRIP documents
that normally have a serial range assigned by the FA will not show for document creation
because they are creation date driven. If creating a document that could or does have a
MILSTRIP number, user will be prompted to manually enter the document number.
Select a Julian date greater than the Julian date of 1 October when creating document
numbers. This includes DD1348-6, DD1348 and DD1149 documents.
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DD282/DD1348/DD1149 AND SF44 MEMORANDUMS

All these memorandums use the same memo format but are illustrated as the DD282 Memo.

Creation of the DD1348 and DD282 record an obligation on the accounting records the same as
for the comparable Source documents.

The DD1149 records a commitment and will require completion of the contract process to move
the commitment to an obligation.

The SF44 is recorded after the fact; thus, it generates an accounts payable transaction.
How to CREATE a Memorandum DD282

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

New Document Select /

Source |Tm’_| Supplementa
DD1145 Requisition and Invoice/Shipping Document
D01348 MILSTRIP Requisition
DD 348-6 MILSTRIP Requizition (Long Form)

DDe10 Travel Order (TAD only)
nozaz Printing Requizsition/Order —
D044 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZITS Order for Work and Services

NCZ276 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILIAN LABOR

G54 DOCUMENT

FUEL CHITS

MISCELLANEQUS
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Step 7 Complete the Memo DD282.

Required fields are the OPTAR Log, JON, Expense Element, OMB Object Class, Quantity and
Obligation Amount.

DD232

Local Code: OPTAR Log:  |WIRE

JOM: §52990CYTO1 - CYBER SUPPLIES L Country Cd:
Expense Element: T - Suppliez w OME Object Class: 260 v

LT OME Sub Object

Quantity: 5 Class: w

Obligation 5.00 Mot To Exceed Code: w
Amount:

Save Close

Step 8 Save the Memorandum Record.
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DD1610 AND NAVPERS 1320/16 MEMORANDUMS

Both these travel documents use the same basic format but are illustrated as the DD1610.
The DD1610 is used for Civilian travel and the NAVPERS 1320 is used for Military.

How to CREATE a Memo DD1610

Use the DD1610 memo to record TDY travel of non-military DOD personnel for transactions not
being generated in the Defense Travel System (DTS). The transaction generates an obligation
and the document type of the standard document number will contain "TO" in the 9" and 10™
positions.

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

MNew Document Select /

Source |Tm’_| Supplementa

3
i

DD1145 Requisition and Invoice/Shipping Document
001343 WMILSTRIP Requisition

DD 348-6 MILSTRIP Requizition (Long Form)

DoM&10 Travel Order (TAD onby) _
DDzaz Printing Requizition/Order

D044 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZITS Order for Work and Services

NCZ276 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILIAN LABOR

G54 DOCUMENT

FUEL CHITS

MISCELLANEQUS
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Step 7 Complete the Multi-ACRN formatted travel record.

DD1610

Local Code: OPTAR Log:
Traveler Name: E=t. Return Date: '
Accounting Classification

ACRN Approprigtion/Subhead  Object Claze BCH S5A  A4s  PAA Type CostCode  Amount

No ACRNs

Once the required elements of OPTAR Log, Traveler Name, and Estimated Return Date are
completed, select the ACRN block.

Select the JON from the dropdown list. The Expense Element will default to E and the OMB
Obj Class will default to 210. If a second ACRN is desired, select NEW and the next ACRN
will appear. Complete the elements of that ACRN and select Save.

ACRNs

£ - Temporary Dety Traves oef |210 e
Element = Otpect
Class

Code

E Ve 210 = = .
Enrrers ‘ Obgpect
Class

.......

When all ACRNSs are completed and saved, click Close to return to the main document.
Step 8 Save the Memorandum Record.

Other File menu document processes available for the DD1610 include Receipt, Expenditure,
Cancellation, and Reinstatement.
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NC2275/NC2276/NC2276A/DD448 AND SF1164 MEMORANDUMS

All these memorandums use basically the same memo format but are illustrated as the
NC2275 Memo. On the DD2275 and SF1164, the Quantity field is not present.

The transaction resulting from the entry of a memo NC2275, NC2276, and DD448 is a
commitment.

The transaction for a memo SF1164 is an Accounts Payable (Receipt).
The transaction for a memo Miscellaneous is an obligation.

The Memo NC2275 will still require the acceptance to move the commitment to obligation. The
NC2276, if over $25K, will require acceptance and the contract process will need to be
completed to move the commitment to obligation. The DD448 and NC2276A will require an
acceptance and possibly the contract process for the category 2 purchases (direct citation) in
order to create the obligation. These transactions are the same as the source documents and
covered in each Source document section.

NOTE: Keep in mind that Memo documents of this nature will not be able to be amended
or printed.
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How to CREATE a Memo NC2275

Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT

section of this Guide. Except Step 4 will look like this:

//
MNew Document Select /
Memo |

Sounce |7 Supplemental
DD1145 Requisition and Invoice/Shipping Document
001343 MILSTRIP Requisition
DD 348-6 MILSTRIP Requizition (Long Form)

Doe10 Travel Order (TAD only}
DDzaz Printing Requizition/Order
D044 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZ2T5 Order for Work and Services _

NCZZT6 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILIAN LABOR

G54 DOCUMENT

FUEL CHITS

MISCELLANEQUS

Step 7 Select the desired document order type.

Select Document Order Type

Select the type of orderi(s) for this document:

'@} Econormy Act

O Project Order

Select | | Close |
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Step 8 Complete the Multi-ACRN formatted record.

Enter the required fields of OPTAR LOG and Date Prepared, then select the ACRN box. (The
Date Prepared will default to the current date.)

MNC2273 Memo

Local Code: OFTAR LOG:

Date Prepared:  |7/12/2010

Accounting Classification

- Object Co=t
ACRM Appropriation/Subhead Clazs BCH S5A  AAA PAA Type Code Amount

No ACRNs

| Save | | Cloze |

Complete the ACRN details by selecting a JON from the dropdown list. The Expense Element
will default to Q and the OMB Obj Class will default to 252. If a 2nd ACRN is desired, select
NEW and the next ACRN will appear. Complete the elements of that ACRN and select Save.

ACRNs
oup oue
- 0
- - P Expense » A Sul
|'] ACRN  |AA JON | BB24S211109 « MASONRY - PTG Purchased Services (Other v Ot | 252 ™ S
Element X Dbgec
nis -
Cass
Vot 1o
uniry Y .
2 Excees v Amognt 40 0C Quartty
s 008
M8 OMB
W acen 48 jon | I ¥ “S |G pychased Services (Other v 0y [252 %
L Element 0 v Obect
Chars
Cose
= hot ta
Cauniry N A0 .
Code Excees v \.-vm 000 Quarity
= Code

fiow Save Crae

When all ACRNs are completed and saved, click Close to return to the main document.

Step 9 Save the Memorandum Record.
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MISCELLANEOUS MEMO

How to CREATE a Memo Miscellaneous Document
Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

DD1145
DD1348
DD1343-5

DD1610

DO282

DD443

NAVPERS 1320116
NC2275

NC2275

NCZ2764

SF1164

SF182

SFa4

CIVILIAN LABOR
GSA DOCUMENT
FUEL CHITS
MISCELLANEOUS

MNew Document Select /
Sounce Memo Supplemental

Requisition and Invoice/Shipping Document
WMILSTRIP Requisition

MILSTRIP Requizition (Long Form)

Travel Order (TAD only)

Printing Requizition/Order

Miltary Interdepartmental Purchaze Request
Travel Order (TAD only)

Order for Work and Services

Request for Contractual Procurement

QOrder for Work and Services/Direct Citation
Claim for Reimbursement

Authorization, Agreement and Certification of Training

Purchaze Order/invoice VWoucher

]
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Step 7 Complete the Miscellaneous Memo. The OPTAR Log and ACRN fields are mandatory.
Select ACRN to open.

Miscellaneous Memo

Local Code: OFTAR LOG:

\.ﬁ.cccunling Classification

. Object Co=t
ACRN AppropriationsSubhead Class BCW SA  Af4  PaA Type Code Amount

No ACRNs

| Save | | Cloze |

Complete the ACRN block with the information, and if another ACRN is needed, select NEW.

ACRNs
N/
1)
= OME o
f] ACRN AA JON | 83045522208 - PLUNBNG | SXeeae [ thased Services (Other ~ 253 W s v
Dement . Cogect
Lass
Has
Nat te
Country 2 0.00 >
Code Exceed v Amgunt | 10.00 Quarsry |0
> Cooe
ONS
ous ez
3 1% - sub
f’ ACAN |AB JoN | SAPEASE [ rchased Services (Other ~ 0bj (255 W s v
Llement - pect
Clss e
Liaas
~ bt 1o
Country Pxose v m  [e.00 Cuarsty |0
Cxcoed armcu ¢.00 Quamey 0
Code ~
= Code \
(
(3 Save Ciose

When the desired ACRNSs are completed, select Save and then Close to return to the main
document.
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Mizcellaneous Memo

Local Code: OPTAR LOG: |Frames|

Accounting Classification

ALCRN Appropriation/Subhead %T:z: BCH 54  AAA  PAA Type Cost Code Amount

Ab 1751804 1300 000 63045 0 063566 20 EDUOOSTM111Q  530.00

| Save | | Close

Step 8 Save the Miscellaneous Memo.

User will be prompted with the Add Another button to select if another Miscellaneous Memo is
desired. Else, select Close to exit the document.

Other File menu document processes available for the Miscellaneous Memo include Receipt,
Expenditure, Cancellation and Reinstatement.
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FUEL CHIT MEMO

How to CREATE a Memo Fuel Chit
Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

New Document Select /

Sounce |Tm’_| Supplemental
DD1145 Requisition and Invoice/Shipping Document
D01348 MILSTRIP Requisition
DD 348-6 MILSTRIP Requizition (Long Form)

DDe10 Travel Order (TAD only)
DDzaz Printing Requizition/Order
D044 Miltary Interdepartmental Purchaze Request

MAWPERS 1320016 Travel Order (TAD onby)

MCZITS Order for Work and Services

NCZ276 Request for Contractual Procurement

MCZZTEA QOrder for Work and Services/Direct Citation

SF1164 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SF44 Purchazse Order/invoice Woucher

CMILIAN LABOR

G54 DOCUMENT

FUEL CHITS <

MISCELLANEQUS

Step 7 Type in the DCN Id. Because no serial range selection is available for this type memo
entry, the user must enter the DCN Id. It may be either a MILSTRIP DCN or an SDN with “PI”
inthe 9™ and 10™ positions.

Enter DCM - Fuel Chits

DCN Id |NEDUBOOSRE2200| |

Mote: Special Characters and Spaces Not Allowed

| Save || Cloze |

A Fuel Chit screen similar to the following will appear:
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Fuel Chits
Document Mumber:  NEDUO0O0D9SPIZ22200 - 00
On Station Flag:  [] Date Issued: |7H22010 '
Aircraft Type: Ajrcraft Number:
Service Performed: DeFuel |» Fuel/CQil Type: L
Quantity: EJPIEI Cost:  [0.00
i
ReFuel
JON: w Expense Element: R - Aircraft POL |
OMB Obj Class: 280 OMB Sub Object Class: A
Local Code: OPTAR Log:
'@' Memao
O Initiation
| Save | | Cloze |

Step 8 Complete the Fuel Chit by entering the following elements.

REQUIRED ELEMENTS:

On Station Flag - Indicates whether fuel was purchased on or off the home station of an
aircraft.

Date Issued - Identifies the date a fuel service was performed. If adding a Fuel Chit
using a MILSTRIP number, the Date Issued value is derived from the Julian date of the
DCN (positions 8 through 10) and is display-only. For a 15-position Fuel Chit DCN, the
default value is the current date but this value can be changee. If changed, the date
entered must fall within the active fiscal year and cannot be a future date.

Service Performed - Identifies the type of service performed. The default value is
DeFuel. Select the dropdown arrow to view different values. (Shown on screen above.)

Fuel/Oil Type - Identifies the type of fuel or oil used to service the aircraft. Select the
dropdown arrow to view available values or enter the desired value if it does not appear
on the list.

Quantity - Identifies the quantity of fuel or oil that was used to service the aircraft.
Cost - Identifies the ACRN-obligated amount on the Fuel Chit. When adding a new Fuel

Chit, enter a value greater than 0 (zero) unless the Service Performed value is Defuel.
When the Service Performed is Defuel, enter a negative value.
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JON - The 11-character job order number classifying the accounting transaction.

Expense Element - Identifies the type of obligation or expense charge below the
Function/Sub-function level. The default value is R, for Aircraft POL (petroleum, oil,
lubricant). The only other available value is V, for Other POL. Select the dropdown
arrow to change the default value.

OMB Object Class - Identifies the Office of Management and Budget object class
designation. The only available Expense Element values for a Fuel Chit are R and V so
the value for OMB Object Class defaults to the only valid value: 260.

OPTAR Log - Describes the purpose of the log entry that will be printed on the OPTAR
Log or the name of the items being requisitioned. Notice that for a Fuel Chit, the
OPTAR Log is grayed out; it will be populated with the Fuel/Oil Type.

Memo/Initiation - A Fuel Chit memo with "PI" in the ninth and tenth positions of the
DCN may be designated as a memo or an initiation document. The default is "memo".

OPTIONAL ELEMENTS:
Aircraft Type - Identifies the type of aircraft being fueled or serviced.

Aircraft Number - Identifies the tail number of the aircraft for which fuel or service was
purchased.

Local Code - Code of up to 20 characters identifying document types and groupings for
reporting purposes.

Step 9 Save the Fuel Chit Memo. To create another Fuel Chit memo document, select the Add
Another button that appears once it is saved.

FASTDATA records a Fuel Chit transaction as a receipt that is exported to STARS-FL as an
Accounts Payable-Public (510).

Create a new memo Fuel Chit with a negative amount when the Service Performed value is
Defuel. The FA cannot release negative transaction amounts to STARS-FL, so the Site
application will not calculate the cost as a negative; rather, it will display the negative amount as
$.01 on reports and summary information. When the expenditure with the credit amount is
received, the credit transaction will be reconciled.

Other File menu document processes available for Fuel Chits include Cancellation and
Reinstatement.
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GSA MEMO

Use the Memo GSA record to create a document outside the serial range established for the Site
or to create a document type that FASTDATA does not produce. Additionally, use the GSA
memo to enter documents that FASTDATA does produce but that were created off-line or by
another activity.

How to CREATE a GSA Document Memo
Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

Mew Document Select /

e ITHD’_| Supplementa

Ll

= —
2L

oo 149 Requisition and Inveice/Shipping Document
D01343 MILSTRIP Requisition

OO 2485 MILSTRIP Requisition (Long Form)

DoMs10 Travel Qrder (TAD only)

Dozaz Printing Requisition/Order

OOa4s Miltary Interdepartmental Purchase Request

HAWPERS 132006 Travel Order (TAD onby)

MCZ2T5 Order for Work and Services

NC2275 Request for Contractual Procurement

MCZ2TEA Order for Work and Services/Direct Citation

SF1184 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SFa4 Purchazse Order/invoice Voucher

CMNILLAN LABOR

G54 DOCUMENT _

FUEL CHITS

MISCELLANEQUS

Step 7 Enter the DCN.

Enter DCN - GSA Document

DCN Id

| Save || Close |

The resulting screen after entering the DCN will depend on the 9th and 10th positions of the
number. For instance, a DCN for a travel document in which the ninth and tenth positions are
TO, the New Memo GSA DD1610 page will open, displaying the memo DD1610 page elements
as shown below.
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LN

\ DD1610

Document Number: NEDUOOOSTOS9753 - 00

Local Code: OFTAR Log:
Trawveler Name: Est. Return Date: | "’

Accounting Classification

ACREN Approprigtion/Subhead  Object Clazs  BCH SA AA8A  PAA  Type CostCode  Amount

A DCN with a WR in the 9" and 10™ positions, results in a NC2275 Memo format such as:

e

\ NC2275 Memo

Dacument Number:  NEDUOOOSWR32111 - 00

Local Code: OFTAR LOG:

Date Prepared: [7/12/2010 '

Accounting Classification

ACHN Approprigtion/3ubhead ObjectClaze BCH  SA  A&8A  PAA Type CostCode Amount

A DCN with PO in the ninth and tenth positions, the Select Purchase Order Document Type
page will open, allowing the user to designate the new GSA memo as a NC2275, DD448, or
GSA Memo.

A MILSTRIP number, the Select MILSTRIP Document Type page will open, allowing the user
to designate the new GSA memo as a DD1348, DD1348-6, DD1149, or GSA Memo.

Select MILSTRIF Document Type

Select the type of Memo MILSTRIFP

for Document |NEDUIJIJEEZE-I]IJEIE
yvou wish to create.

® DD1348
) DD1348-6

O pD1149

O Gsa

| Select || Close
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For a new GSA, DD282, DD1149, Miscellaneous, NC2276, NC2276A, SF44, or SF1164, enter
the appropriate 15-character DCN and the New GSA Memo page of the designated type will
open. Unless creating a memo GSA for a document outside FASTDATA, when the new memo
GSA document is saved, the user will create a memo document of the type indicated by the
entered DCN.

If the user is creating a GSA document and types in “CC” as the document type, he will be
transferred to the new Source Credit Card screen.

Step 8 Complete the GSA Memo.

The required elements for completing the memo will vary, depending on the type DCN entered.
Likewise, the generated transactions will vary. For instance, the DD1348 and GSA will generate
an obligation to flow to the accounting system; the DD1348-6 and DD1149 will generate a
commitment transaction. Consult the comparable Source document to verify which type
transaction will be generated.

Step 9 Save the GSA Memao.

NOTE 1: When a GSA document is created with a 14-position MILSTRIP document number
and a choice of “GSA” the system cannot ascertain whether it is going to be satisfied by the
government or a public vendor. The user is, therefore, asked to indicate the source by way of the
“government indicator” (see screen below). Leaving it blank results in an RP; filling in the box
with a check results in an RG.

New G5A Document Memo Document

G5A Document Memao
Document Mumber:  N6689930778899 - 00
Local Code: OFTAR LOG:
JON: w Country Cd:
Expense Element: | Q- Purchased Services (Other) w OMB Object Class:  |253 w

Quantity: |0 OMB Sub Object Class: w
Cost:  |0.00 Mot To Exceed Code: '

Gov't Ind: [

NOTE 2: As a reminder for document creation during the Outyear, MILSTRIP documents that
normally have a serial range assigned by the FA will not show for document creation because
they are creation date driven. If creating a document that could or does have a MILSTRIP
number the user will be prompted to manually enter the document number. Select a Julian date
greater than the Julian date of 1 October when creating your document numbers. This includes
DD1348-6/DD1348/DD1149 documents.
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CIVILIAN LABOR MEMO

A Civilian Labor memo will create an expenditure that does NOT flow to STARS-FL. It does,
however, affect the OPTAR’s status of funds.

How to CREATE a Civilian Labor Memo
Complete Steps 1-6 provided in the HOW TO CREATE A FASTDATA DOCUMENT
section of this Guide. Except Step 4 will look like this:

MNew Document Select /
Source ITM’_| Supplementa
oo 149 Requisition and Inveice/Shipping Document
D01343 MILSTRIP Requisition
OO 2485 MILSTRIP Requisition (Long Form)
DoMs10 Travel Qrder (TAD only)
Dozaz Printing Requisition/Order
OOa4s Miltary Interdepartmental Purchase Request

HAWPERS 132006 Travel Order (TAD onby)

MCZ2T5 Order for Work and Services

NC2275 Request for Contractual Procurement

MCZ2TEA Order for Work and Services/Direct Citation

SF1184 Claim for Reimbursement

SF182 Authorization, Agreement and Certification of Training
SFa4 Purchazse Order/invoice Voucher

CIVILIAN LABOR - <mm—

G54 DOCUMENT

FUEL CHITS

MISCELLANEQUS

Step 7 Enter the DCN Id. In structuring the document control number, use care to enter LB, OT,
FG (labor, overtime, and fringe) in the 9th and 10th positions so that the recon bypasses those
documents.

Enter DCN - Civilian Labor

DCN Id

Mote: Special Characters and Spaces Mot Allowed

| Save || Close |

After entering the DCN, a screen displays similar to:
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Civilian Labor

Cocument Number:  NEDUO00SLBAUG31 - 00

Local Code: | |

OPTAR Log: | |

Labor Date: '

ACRN Data
JOM  Labor Amount to Date
Ho ACRN=

| Save | | Close |

Step 8 Complete the Civilian Labor form. Enter the required OPTAR Log and select the ACRN
button.

A }
oD P AD 1A Experse [T OME Ony OMNE Sub Objpect
B ACRM Ik JON EDUOSSLEC0D - LABOR JON v Bement v Class 1y w Clsss v
Labot ey Lazor Amgunte e
Amosnt [2000.00 Date 15900
N AB |
i | ACRN a8 JON | EDUOSSLBO0O - LAROR JON - Exparas [ OMBOb iy | OB SubQtct v
Element Chass Class
abor 2400 30 Lasor Ameunt i [o%
Amogat 220090 ose 1B od
 hew Save Ciose

Complete the ACRN information and select New if another ACRN is needed. Click Close to
return to the main document.

Step 9 Save the Memo.
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SUPPLEMENTAL DOCUMENTS

Supplemental documents do not affect the status of funds. Each Supplemental document uses
the serial number of the referenced document; therefore FASTDATA does not establish serial
ranges for them. They do not generate transactions for release to the FA, and do not affect the
Site's Status of Funds in any way.

Documents. ..

New Document

Select New Document from the screen above and receive the New Document Select screen.
Select the Supplemental tab to display a list of the three Supplemental documents available.

Mew Document Select

Source Mema | Supplemental |_

Do131  Cash Collection “oucher
MC2061  LHility Invoice/Zertification

SF1034  Public Youcher for Purchase Reguest and Service
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DD1131 CASH COLLECTION VOUCHER

The DD1131 Supplemental document is used to collect funds and will cite the DCN and
LOA of an associated document to ensure proper recording. When a DD1131 is created,
it is not included in the release to the FA and does not affect the status of funds. The
DD1131 can also reference documents that are not part of FASTDATA.

Select the DD1131 link to open a screen similar to the one below. From here, the user may both
enter a DCN that is not in FASTDATA and click Save or select an existing DCN from the
displayed list. A sample is shown on the next page.

Create a DCN or Select Document for New DD1131

Create a DCN

Manual Document Number Generate

DCN:

Mote: Special Characters and Spaces Not Allowed

Select Document
PAGE: 1 2 3 =>
Document Local Created
DCN Amend Memo Status Exported OPTAR Log S Code Date
NEDUQOOSTOTISLL oo Y Complete g MANNY TERESAQ0ODG DOD1610 8/28/2009
NEDUQOOSRQB3003 0o Y Complete A INBOUND TXN DD1149 8/28/2009
Select Home to return to the Site’s main menu.
CAs OURCTIO ¥ S N1 54 oFFic ¢ CMER Scr
RECEIVY *1C% COL -
NED, FTASME
1 =
N e |
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NC2061 UTILITY INVOICE/CERTIFICATION

The NC2061 Supplemental document is used to certify utility invoices for payment. It provides
information to the Disbursing Officer that services have been received.

Once again, select the New Document menu item and select the NC2061 from the Supplemental
tab to receive the screen entitled “Create a DCN or Select Document for New NC2061.”

Mew Document Select

Source Mema | Supplemental |_

D013 Cash Collection “oucher
MC2061  LHility Invoice/Zertification

SF1034  Public Youcher for Purchase Reguest and Service

Create a DCN or Select Document for New NC2061

Create a DCN

Manual Document Number Generate

DCN Id

Note: Special Characters and Spaces Not Allowed

Select Document
PAGE: 1 2 3 ==
DCN Amend Memo Status Exported OPTAR Log Document Local Created
Type Code Date
NEDUOOOSTOTISLL 00 hd Complete ¥ MANNY TERESADOOG DD1610 a/28/2009
NEDUOOOSRQB3003 0o Y Complete ¥ INBOUND TXN DD1149 8/28/2009

From here, the user may either enter a DCN that is not in FASTDATA or select an
existing DCN from the displayed list. In either case, the LOA is to be formatted by citing
an existing FASTDATA JON. Select any one of the displayed DCNs to open the
NC2061 screen.

For existing DCNs against which contract information has been posted, all associated
ACRNSs will be shown on the NC2061 record. If the DCN is for a non-FASTDATA
document, the user must add a new ACRN to the NC2061

An example of this document is shown below.

The following fields are required: Contract No., Period From, Period To, Activity Receiving
Service (Accounting No., Name, and Location), Type of Service, ACRN, Signature/Rank/Title,
Date, and OPTAR Log.
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Hew HC2061 Source Document

UTILITY - INNOICE PAYVIMG OFFICE uIc
CERTIFICATION l:l
MAYCOMPT FORM 2061 (S
FT) (REV. T/87)
SiM 0104-LF-702-3503 CONTRACT MO, DO/BPA PERICD FROM T IMWOICE NQ,
] —  EH| Ed
ACTIVITY RECEIVING SERWVICE (ACCOUNTING MO, MAME, AMD LOCATICON) TYPE COF SERVICE
ACRNs GBIECT BUREAL AUTH, TYPE PROPERTY ACCTG, COST CODE AMOUNT
CLASS COMT, AMD ACCTGE, ACTIVITY
SUBALLOT, ACT,
MO,

A% 1781804 1200 i} EDLIOY 053566 20 D33377 EDUIO13AB300 3000

DOCUMENT MUMBER; [NEDUOT08MD33377

SERVICE ACCEPTANCE:

SIGMATURE, RANK, AMD TITLE

I CERTIFY that service as specified on
attached invoice was received by this activity

under the contract and during the period
indicated above and that funds to cover the
cozt of this zervice are available as shown
under "Accounting Data."

DATE

1712009 '

TECHMICALFISCAL:

SIGHATURE

The Public Works Officer certifies that the
technical provisions of this contract have been

satisfactorily complied with during the specified
period and that the rates cited are correct, and
the charges are correctly computed.

DATE

—i

wocacooe| |

optarios| |

FASTDATA Web Site

| Save | | Close |

Click Close to return to the New Document Select screen.
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SF1034 VOUCHER FOR PURCHASES AND SERVICES

The SF1034 Supplemental document is a request for payment of funds against an existing DCN
and its associated line of accounting. The document cited when entering an SF1034 must exist
in FASTDATA.

Select the SF1034 Supplemental Document from the New Document Select screen to
open the Select Document for New SF1034 screen.

Choose the appropriate DCN link for the desired Document type from the Results
section, or use the Filter option to locate the desired document. Select the
corresponding DCN link to open the new SF1034 Supplemental document.

Select Document for Mew SF1034

Filter
DCh: OPTAR Log: Document Type: Local Code:
“
Crested Date: Sort Ordet:
r [EF]~ Crested Date v
Equals - (@) Azcending
'@' Descending
Fitter
Results
PAGE: 1
DCN Amend Memo Status Exported OPTAR Log Document Type Local Code Created Date
MEDILIOT O5REA5004 oo hd Complete N TEST DoD1149 TEST 1/7/2009
MEDIIOT 08D 353377 oo hd Complete e SOFTWARE MISC Miscellaneous 9f22/2008
 — MEDIIOT S266E500 oo M Complete e SOFTWARE CATALOGS DD1348 9f22/2008
MEDIIOT 0SMPASO0S oo M Complete e SOFTWARE INSTALL DO448 9f22/2008
MEDIOT OSPTAS002 oo M Complete e FOr SOFTWARE HDBKS DDzs2 9f22/2008
MEDIIOT OERCAS001 oo M Complete e SOFTWARE-LDWIN NZZ276 9f22/2008
MEDILIOT OSwRASOOD oo M Complete e PWC WO 93 NZZ2275 9f22/2008

An example of the form is shown on the following page.

The following fields are required on the form: Date VVoucher Prepared; Line Item; ACRN; and
OPTAR Log.

FASTDATA Web Site 148 Dec 2012



Heewe SEY034 Sowrcw Docusmsent

Stendard Form 1034 Mavized October 1987 Dupartoaunt of the Traasury
PUBLIC VOUCHER FOR PURCHASES AMD

SERVICES OTHER THAN PERSONAL

LS, DEPARTMENT. BUREAL, OR ESTABLISHMENT AND
LOCATION
<

DATE VOUCHER PREPARED

roos @l

COMTRACT NUMBER AND DATE
REQUISITION HUMBER ANC DATE

HEDUO LOBMD 33377 @:‘

PAYEE'S NAME AND ADDRESS

v
SHIPPED PROM | 1e WEISHT
Line Rems DATE OF ARTICLES OR SERVICES QUANTITY
. DELIVERY Enter descopuioh item number, of CONTract or
oR Fedarsl Supply Schadule, and other Inform atian
SERVICE deemad necassany,

Mo Line Ttems

(Use contibuation sheat(s) f sacessary)  (Payves must NOT wte the space balow)
PAVMENT:

[2] provisionaL

] compieTs

APPROVED FOR ‘ EXCHANGE RATE

RY ()

] paxriaL pe-
1 Firvac
] procress
[] apvance
TITLE

Pursuamt te sutharity vested in me, | cortify ohat tha vouchar is correctand propar for paymant.

(DATEY (AUTHORIZING CERTIFYING OFFICE) (2)
B | -

ANCFIG ACCOUNTING CLABSIFICATION
AA Lt701004 1200 ooco touol 0ed%ce 0 D3I33TT EDUOLIBARIODD $30.00

CHECK NUMBER

L CHECK WUMBER QN ACCOUNT OF ULB, TREASURY
A
1
o == + s
| CASH DATE PAVEE(R)
s |
v

1) When srated in fareign currancy, Incert same of currancy.
2) Weche ability to cartify and autha e apprave aa combined i one 3earcea, one signatere saly It sacezcary, schervies the
sppraving sficer will gign in the space provided, oves hir sfficial sitle,

3) When s voucta colpted In the name af & Campany ar corporation, the nanie of the parcon writing tha comaany sr
carparetion name 1l ax the capacity i which he 25gnx, mact app:
FOR ENAMPLE: “Joba Das Company, per John Smith, Secrazary,” ar *T

surer” ar the care may ba,

Pravious sditsan usrstle HEN 7540700°024-4200

7 N
(ave ) | Close
N Al

Locel Cade QPTAR Lag

1 TPM 4-2000 1034-122

Ore {Hame of bank)

| VOuCHER O,

1
| SCHEDULE HO

| PAID BY

| DATE INVOTCE RECEIVED
In &=
| D18COUNT TERMS

| PAYEE ACCOUNT HUMBER

[ GOVERNMENT B/L NUMBER
|

1
| COST PER AMOUNT (1)

TOTAL | $30.00

DIFFERTNCES

AMOUNT
VERIFIED,
CORRECT FON

(Signeture or mitisls)

| TITLE)

The user would click Save to commit the new Supplemental Document to the database. After
saving the SF1034, and selecting the Display Document option from the Documents menu, the
Supplement document will be listed separately from the referenced document, even though the

DCN is the same.

Select Home to return to the Site.
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FASTDATA INITIATION DOCUMENTS

INTRODUCTION

An Initiation document is a means of documenting an unfunded requirement. This type
document does not affect the Site's available funds and does not create financial transactions. It
is created exactly the same as a standard source document but is designated as an Initiation by
selecting the appropriate radio button in the Source/Initiation Block of the document.

O Source
G} Initiation _

The following source documents can be created as Initiations: D1149, DD1348, DD1348-6,
DD282, DD448, NC2275, NC2276, NC2276A, Credit Card and SF1164. A Fuel Chit memo
document with "PI" in positions nine and ten of the DCN may also be designated as an Initiation
document.

An Initiation document can use the FASTDATA menu items of Display Document, Document
Summary, Update, Amend, Cancel, Reinstate and Print document.

When an Initiation is printed, “**INITIATION**” will appear at the bottom of the document so
that it will not be mistaken as the original source document. Care must be taken that the
Initiation document is not sent out of the activity by mistake because funds will not be
committed or obligated until it is converted to a source via the Update Process.

Other facts about Initiation documents:

+ Initiation documents are assigned valid serial numbers, and those numbers will not be
available to reuse even if the Initiation is cancelled or never becomes a Source document.
* Anamendment can be created as an Initiation. The amendment Initiation will follow
the same general business rules as the Initiation for a basic document. However, users
may not create a Source or Initiation Amendment if there is a prior document/amendment
in an Initiation status or a prior source document/amendment with transactions that have
not yet been exported.

* An Acceptance cannot be processed on any Basic or Amendment that is in an
Initiation status.

« FASTDATA will not allow a Receipt, Expenditure or Contract action (New or Edit)
on an ACRN that does not already exist on a prior Source document/amendment.

» Correction after Export will ignore any outstanding Initiation Amendment amounts.

» The Initiation report will include the current actual cost and projected actual cost to
show the cost effect of the Initiation or Initiation amendment.

» The Document Status Log report will exclude Initiation amounts.

 Initiation documents (basic) will not appear on the Transaction History report, nor
will ACRNSs that were added on Initiation Amendments. However, documents with
Initiation amendments will display any pre-existing source ACRN transactions.
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UPDATING AN INITIATION TO ASOURCE

When funds have become available to support the requirements originally cited on the Initiation,
the Site user may access the Update Document process to make the conversion. Since the
document (as an Initiation) is not exported, any elements on the document may be updated at any
time and the document may be changed from Initiation to Source.

Documents. ..
Mew Document
Display Document

Document Summary

Update Document

Select Document for Update
Filter
DCN: OFTAR Log: Document Type: Local Code:
NC2278 -
Created Date: (& Al Documents Sort Order:
O My Documents Created Date
Equals L OASC&HEImg
'@ Dezcending
Results
PAGE: 1
DCN Amend Memo Status Exported OPTAR Log Document Type Local Code Created Date
NEDUODOSRCASDOT oo M Finalized i7 JuloeRC NC2276 7/6/2010
NEDUOOOSRCASDOS oo N Complete Ny CORACLE MAINTEMNANCE NC2276 2/27/2009
NEDUOOOSRCASOOS oo N Complete Y ORACLE SOFTWARE NC2276 2272009
NEDUOOOSRCASOO4 oo M Initiation N WIDGETS NC2276 2/25/2009
NEDUOOOSRCASDOT oo M Finalized i7 SOFTWARE-LDWIN NC2276 1/21/2009

Notice that the Exported field of the Initiation will always be "N", as it will not export until it has
been updated to a Source document.

When the document appears on the screen for update, edit any field in the document - ACRN,
Line Items, addresses, etc. The last thing to update is the Source/Initiation radio buttons.
Change Initiation to Source and Save the document.

itam Duscrption
This descrigtior el wil print after the ne ere list

Save Chose

Funds have now been affected; the transaction will transmit to the FA in the next batch; and the
transaction will flow to STARS-FL. The document is now a SOURCE document and no longer
an Initiation. This begins the life cycle accounting transactions of the document.
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AMENDMENTS AS INITIATIONS

A document can only be amended after it has flowed to STARS-FL.

An amendment to a Source document can be created as an Initiation and will not affect funds
until the amendment has been updated to Source in the same process as described above for the
basic document.

Note: The Initiation amendment does not reflect in the Transaction History report until it

is converted under Update document to a Source document. No accounting transaction is
generated using the Initiation amendment.

REPORTS CONTAINING INITIATIONS

Initiation Document Report
The Initiation Documents report lists all documents that were created as Initiations. They will
appear on this report until they have been converted to Source documents.

A sample report is shown below:

FASTOATA INITIATION DOCUMENTS
O PA MAMIZ Py 2 BTGNS DOl T 0

RC.NO OFETAIC 40 AMNO AT AL
e e et e
[Sopa— £ Duet e O or b ame o sobat —we Ortes g
oty A AR 0N T e Teer e fviav e el
WX A T AL ) AN 300 > M %3 10X NI SN erenm
WAL T ) A ISR % e NN e e
MW AR » o e aalv ar w Y ‘ ™ o Ay —
LS foe » 5 ) -
———————— et —— — s e —
e Lurem " oncuv

el S AiRw 0N -

N ATee T n AA MMCLAaADIOMZT W
N ATETVCSOS = -~ 1 .

T » -~

O AGR OO X -~
NV AT ARSI -
BRI ASE AR -

ROTA T CeTal I

~aavev - =z
reener AMND  AARN A Chonn  Chems verems Pp—

WS ACHPTINETS 3 AA AR LRI e

e N e o 1o

Meport Tora - N

Status of Funds W/Initiations, Detail and Summary

The Status of Funds Detail Report with Initiations provides details on the status of direct or
reimbursable funds by Responsibility Center and OPTAR. Authorization and obligation totals,
as well as remaining available balances are shown for individual authorization lines within the
OPTAR.

The Status of Funds Summary Report with Initiations also provides the status of direct or
reimbursable funds by Responsibility Center and OPTAR. Authorization and obligation totals,
as well as remaining available balances are shown at the OPTAR level.
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Sample reports are shown below:

STATUS OF FUNDS WITH INITIATIONS REPORT . DIRECY

S PA AT AME Y e 2008 AND QUANTEN « | AND SRBCT ARARUASARE » T AN B0 IN N TARS AL N (T

FA: NOOOYS Third Quaner of FY. 2008
Sae: NI
RC. CJ
OFTAR 10 Deseription: 10
: . Annue Sy Cumend  Cumgutve BV g e
GANEAy COUNTRESSG LI A N N Y W wt e s W 411,360
T3 PAY COMNTERORLG Tam cWAY 3 ~ Y 10 L= 8003 we wm 01
T3 TRAVEL SOUNTEROMLG T8 oAy N N Y wx o = wic nm ¢
ETRCENT MINPAY TR n N “ e i a3 Ll Y ®o L
TISCAL YTAR 2000 OPTAR COOC 19 om™™ER ww " s ¥ oo nm M
LASC& " ® ”n 0
TOTAL n " LA TR T w 0 RUALE]

STATUS OF FUNDS WITH INITIATIONS REPORT - DIRECT

e PA WIT0H NG PY = 000 AND OuARTIN & 3 AnD DRESTERASLMEALLE « 57 AN M 3 TN 490 BT NS

FA. NOOD1S Third Quarter of FY. 2008
Site- NI
cJ

e Carvwe
OfTAR w Autronzse
Q 10 820 w0
0 0 o] w0
2 @O sm o
o COO & w0
e REZEa& w2 1050
4] TS TAX $em 0o
Lo ROCAL REIERNE = wio
w £ wio
- PO L 31 | 3-4
MSCAL YEAR 2008 N CO0E C) 8w Wi
Sapar Totes S0 wx

11,9511

e et
80 pidiy S5
wNo wo A4 50
® 33 R ALY 3f-
s HX L)
3] 0 “w
wm 8w w
wm R =
3o s 43200
K00 %o "w
M "o B0 500 S
®we "o 429,508,500

Initiation documents may be cancelled and reinstated. The Initiation report will reflect the

CANCELLED Status as shown below.

FASTOATA INITIATION DOCUMENTS
P PA Y 2o ) Ll =0 AND MTE o B0 ARD OUN IN 0wt 1 208 RCRe00 )
St M
BN 34 WROTCU THE CITADEL
Diosimars \ 3 :- gﬁ otiad Astud "t-"u'
Marvbar _X WD ACRN W £ Owe OOyt Nodeiot o~ ot I o
SR8 2NCTLXT NCTam AR LI g 2 Q ®o 0 00 (waode  mator o cem
Sttt b FTAR wn Pl Yo
S e S (8 we [T 0w
Report Total; W 1o W
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View the Initiation Report to verify that the document has been reinstated. (CANCELLED no
longer appears.)

FASTDATA INITIATION DOCUMENTS
Filter: FA N2560A, FY 2008, Direct/Reimb = I AND SITE IN {"04°) AND DCM IN (NGEE1209RC04007)
Site: 04
RC: 34 Ir “R: 04 NROTCU THE CITADEL
oME  OMB Current Projected

Document E Object Sub Obj Gty Initiated Actual Actual o OPTAR Log
Number AMND ACRN JON E Class Class e Amount Cost Cost  (Crocied

NBSE1208RCI4007 00 As 612804100 2@ 242 1 5200.00 50.00 520000 09152009  inifistion to canx
Subtotal for OPTAR: 04 5200.00 50.00 $200.00
Suintotal for St 04 5200.00 50.00 $200.00
Report Total: $200.00 s0.00 $200.00
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SAMPLE PRINTED INITIATION
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A intation ODocument *** Inttiation Document **** Initiacion Document **

NOTE: See bottom of the document ****Initiation Document****Initiation
Document****Initiation Document. If this document is printed to have Financial
Managers initial off on the wording, funds, etc., Financial Managers should be made aware
that they should not officially sign these documents with this Disclaimer on the bottom of
the document. This document has not affected funds and will not export to STARS-FL
until the document has been updated and changed to Source.
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MAINTENANCE OF DOCUMENTS

WHAT ARE THE MAINTENANCE PROCESSES?

Maintenance processes are used in controlling the costs of the documents and life cycle
transactions generated within the application. Many functions are used more frequently than
others are, but all are available to perform the needed adjustments. Your access to these
maintenance processes is defined at the System Administrator level.

Maintenance processes include the following functions:

Display Document

Document Summary

Update Document and Correction After Export
Accept Document

Amend Document

Contract Process

Cancel Document

Reinstate Document

Receipt Process

Transaction Process

The first eight maintenance processes are found under the Documents menu.

Documents...
MWew Document
Dizplay Document
Document Summary

lIpdate Document

Accept Document...

Amend Document
Contract Process...
Cancel Document
Reinstate Document

Print Document
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The last two processes are located on the main menu.

Documents...

Receipt Process...

Expenditure Process...

Trans Suspension -

Credit Card...
Reports...
File Manager...

Utilities...

Each of these document maintenance functions will be covered separately identifying its purpose
and affect on the life cycle of the documents, if applicable. Two of the functions to be discussed
will not generate any type of life cycle transactions but are used to review changes and assist in
the research of documents in reconciling the costs of the document. Those two are Display
Document and Document Summary. The rest of the functions we will discuss can create life
cycle transactions of the documents in the Site.
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HOW TO PERFORM THE MAINTENANCE PROCESSES

When created in FASTDATA some documents generate commitments (CM in FASTDATA, 915
in STARS-FL) and others generate obligations (AO in FASTDATA, 540 in STARS-FL). For
those that generate a CM, a maintenance process is required to move the document to AO status;
such as Contract Process and Acceptance, depending on the document type. The Cancellation
maintenance feature generates a reversal of the CM or AO transaction. When a Reinstatement is
allowed to a cancelled document, the CM or AO transaction would once again affect the life
cycle of the document.

Updating a document prior to its being exported will affect the transaction that will flow to
STARS-FL. This is a document maintenance feature that can be used prior to the export or it can
be used after export via the Correction After Export screen. These can and will both affect the
document cost in FASTDATA or generate changes of the JON, OMB OOC, Expense Element,
and other items.

At times, it is necessary to perform the Expenditure or Receipt process. Entering a receipt does
generate a transaction that will flow to STARS-FL when the next batch is processed, but entering
an expenditure in FASTDATA does not generate a transaction outside of FASTDATA.

The last maintenance process to be covered will be the Transaction Suspension that will prevent
a document transaction from flowing to STARS-FL if it already exists there and needs to be
suppressed in FASTDATA.
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Source Document Replication

This option is only available in the first prior or current fiscal year. The purpose is to allow
replication of source or initiation (i.e. not memorandum documents) documents across fiscal
years. An agency may issue a document to the same agency year after year with little to no
changes in the data. The Replication process allows the user to quickly generate these
documents with minimal manual intervention. Documents can be created to enter the approval
chain months in advance of the next fiscal year funding document being received.

Step 1 From the menu, select Documents / source Document Replication

Documents...

Mew Document

Source Document Replication

Step 2 Select the document to replicate into the next fiscal year (current or out year). Only basic
source documents display. Use the Filter if needed.

Select Document for Replication
Filter
DCHN: OPTAR Log: Document Type: Local Code:
A
Created Date: (®) All Documents Sort Order:
' O My Documents Created Date  w
Equals 3 OAscendlng
@Descending
Results
PAGE: 1 2 34567 & %10 11 12 13 =
DCN Amend Status OPTAR Log Document Type Local Code Created Date

NO016112RCO3443 0o Accepted AKUMLEADFUELS/6 NC2276 AKUNLEADFUELS/6 9/6/2012
NO016112RC0O8106 0o Finalized ANSHELF ROLL-IN 8/31 NC2276 LANEMARKETINGGRF 8/31/2012
NO016112IPO2Z306 oo Accepted AA DUBLINPHONESSWVC DD445 AR DEFENSEATTACHEQFC 8f27/2012
NO016112RC0O3436 0o Accepted AG YPDIESEL9/05 NC2276 AG MERLINPETROLEUM 8/24/2012
NO016112RCO1517 0o Accepted APASCUNITE/16 NC2276 8/17/2012
NO016112RCO1516 00 Accepted APLEDLIGHTS/16 NC2276 APLEDLIGHTS/16 8f16/2012
NO016112RCO1515 0o Cancelled APASCUNITB/16 NC2276 APASCUNITB/16 8/16/2012
NO016112RCO8083 0o Cancelled ANTABLETOPS/16 NC2276 ANTABLETOPS/16 8/16/2012
NO016112RCO2303 0o Accepted AACAPTDESKS/16 NC2276 AACAPTDESKS/16 8/16/2012
NO016112RCOTT45 0o Accepted AMSAXAPHONES/16 NC2276 AMSAXAPHONES/ 16 8/16/2012

FASTDATA Web Site 159 Dec 2012



Step 3 The document displays in ‘Edit’ mode. The user performs updates as needed. The
original serial range MUST exist in the “TO’ year being generated. If it does not exist, the user
will select from a list of serial ranges. For MILSTRIP documents, the Julian date will be October
1% or the out year. The JON fiscal year will be incremented and validates. If serial ranges and
JONSs do not exist, the document cannot be replicated.

EEQUEST POR CORTRACTUAL PROCTILMEMENT < NAVOOMST PORM 2276 (25T (028 881 SN Ql0a L9 J02-2702 Pepe 1 cfl

L. THIS REQUEST MUST BE ACCESTED DN A DIRECT CITATION BASID ONLY AND IS SURIECT TO THE CONDITIONS LISTED ON THE ATTAOHED PACE 3. DOQUMENT NuMEDS

J. REFERENCE MO A FUNDSE ExMIREON | 5. OMS RATIND & PRIORITY Y DATE BEQUIREL B AMEXDVMENT NO

2300812 Bl . § = 03

£5 BSULTING EILLING
c 0. 08 ew A HTT L BAA ) cosT o
USHRAD LA CONTROL AAA
.- 1731604 224 240 0216s ¢ Ea5EE o 001633aKa8 1362 00
14 ANOUNTS WILL NOT BE EXCEEDED [N THE CELIBATION DOCUNERT WITHOUT SRIO8 WALTTER L YOTAL THIS BOCUMENT $1.36200
ASEROVAL FROM THE ISSUGH.
M. CUMULATIVE TOTAL 8$1,96200

Step 4 Complete the document, change to Initiation if warranted and save the document. The
new document is generated.

FEQUEST FOR CONTRACTUAL PRCCUREMENT « NAVCOMPT FORM 2276 (PT) [REB. 8-81) S/N 0104 W F-102-2761 Page i ol

$5 OMLY AND I3 SUBIECT TO THE CONDITIONS LIST2D ON THE ATTACHED PAOE 2 DOCUMENT \Uupes

L THIS REQUEST MUST 82 ACCRSTE
NOOLE113RCOG408

D ON A DIRECT CITATION

3, ADFERENCE NO 4. FUNDS EXOIRE OK 3, OM3 RATING 8. PRIOKITY T, DATE REQUIRED S ANENDMVMENT NO
[hoety | " [ fe0
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Display Document

Two of the items grouped in the maintenance functionality are Display Document and Document
Summary. Use these tools to view the document and its status to aid in reconciling document
costs or determining the status of documents on which you are performing maintenance.

Step 1 From the menu, select Documents, Display Document.

Documents...

Mew Document

Display Document -

Step 2 Select the document to display.

When the desired document appears in the Results section of the Select Document for Display
screen, click on the DCN hyperlink. Use the Filter section to help find the document.

Fields in the RESULTS section:

e DCN - Identifies the document control number.

e Amend - Identifies a specific official amendment to a previously established financial
document. The basic will reflect as 00 and the amendments will show as 01, 02, etc.

e Memo - Indicates whether the document was created as a Memorandum or Source.
(Y=Yes, it is a Memo; N=No, it is not a Memo) This is important information on
some types of adjustments.

e Status - Indicates the current status of the listed DCN. Displayed values can include
Complete, Accepted, Finalized, Cancelled, Initiation, and Initiation Cancelled.

e EXxported - Indicates whether the document has been included in a file transfer to
STARS-FL. (Y=Yes, it has been exported; N=No, it has not been exported.) This
will determine if the document can be updated or if other maintenance functions will
be required to adjust the document status.

e OPTAR Log - Identifies the purposes of the entry that will be printed on the OPTAR
Log, or the name(s) of items being requisitioned.

e Document Type -

Identifies a specific document form number.

e Local Code - Code of up to 20 characters identifying document types and groupings
for reporting purposes.

e Created Date -

Indicates the date and time the document was created in FASTDATA.

e Close -

Ends the action to select a document for display.

Step 3 View the selected document. As an example, the document displayed below is a
Miscellaneous Memo:
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Display Miscellaneous Memo Document

= =
First Previous

Mizcellaneous Memo

Document Number:  NEDUOOOSMDAS010 - 00

Local Code: |Pruject Name OPTAR LOG: |[Mizc Memo Example
Accounting Classification

ACRM  Approprigtion/Subhead  Object Class BCN SA Abls PAA Type Cost Code Amount

AR 1791804 1300 000 g3045 0 058566 DAS0M0 2D EDUODSTMZ22T  520.00

Cloze

Note the following elements on the screen:
[ ]

¢ Navigation Buttons (First, Previous, Next, Last)
These buttons allow the user to go directly to the First, Previous, Next, or Last
Document + Amendments of the same document type, without having to return to the
document list. For Display Summary, the amendment is always 00 or 00000.
* First - retrieves and displays the document with the minimum DCN + amendment
for that document type
* Previous - retrieves and displays the document with the DCN + amendment that
immediately precedes the currently displayed DCN.
* Next - retrieves and displays the document with the DCN + amendment that
immediately succeeds the currently displayed DCN.
» Last - retrieves and displays the document with the maximum DCN + amendment.
e Document Number -
Identifies the document control number (DCN).

e Local Code - Code of up to 20 characters identifying document types and groupings for
reporting purposes.

e OPTAR Log - Describes the purpose of the log entry that will be printed on the OPTAR
Log, or the name of the items being requisitioned.

e Accounting Classification section displays the Accounting Classification Reference
Number (ACRN) and the associated LOA and amount.

Document Summary

Two of the items grouped in the maintenance functionality are Display Document and Document
Summary. Use these tools to view the document and its status to aid in reconciling document
costs or determining the status of documents on when performing maintenance.

Step 1 From the menu, select Documents, Document Summary.
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Documents...

Mew Document

Display Document

Document Summary

When the desired document appears in the Results section of the Select Document for Summary
screen, click on the DCN hyperlink. Use the Filter section at the top of the screen to help find the
document.

DD1155, SF30, NC2061, DD1131, and SF1034 document types are not available for summary
display.

Fields in the RESULTS section:

e DCN - lIdentifies the document control number.

Amend - Identifies a specific official amendment to a previously established financial
document. The basic will show as 00 & the amendments will show as 01, 02, etc.

e Memo - Indicates whether the document was created as a Memorandum or Source.
(Y=Yes, it is a Memo; N=No, it is not a Memo) This is important information on some
types of adjustments.

e Status - Indicates the current status of the listed DCN. Displayed values can include
Complete, Accepted, Finalized, Cancelled, Initiation, and Initiation Cancelled.

e Exported - Indicates whether the document has been included in a file transfer to
STARS-FL. (Y=Yes, it has been exported; N=No, it has not been exported.) This will
determine if the document can be updated or if other maintenance functions will be
required to adjust the document status.

e OPTAR Log - Identifies the purposes of the entry that will be printed on the OPTAR
Log, or the name(s) of items being requisitioned.

e Document Type — Identifies a specific document form number.

e Local Code - Code of up to 20 characters identifying document types and groupings for
reporting purposes.

e Created Date — Indicates the date and time the document was created in FASTDATA.

e Close — Ends the action to select a document for summary display.

As an example, the document summary displayed below is for a NC2275:
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s < = S
First Previous Next Lazt

Cocument Summary
Document Number; NEDUOODSWRASD00 - 00 Source Status: Complete

Cocument Type: MNC2275  OFTAR Log: PWC WOS3

Mumber Amendments: 00 Local Code:

Accounting Classification

EE/ Contract/ Commitment Initiation Obligated Received Expended Number Actual

ACRN  JON Final
OOC ACRN/BPA Amt Amt Amt/Qty Amt/Qty Amt/Oty  Repts/Exps  —OS
A4 EDUDO9ABI00 Q $300.00 $0.00 $0.00 $0.00 $0.00 0 $300.00
252 0 0 0 0

The Document Summary page is used to view a summary of the selected document. When
viewing all the transactions of a document in the Transaction History report, it can sometimes be
2 or more pages of CM, AO, RP, EV transactions and the summarized cost of the document is
reflected in the header of the report. In this document summary screen, it summarizes by type of
transaction so the total CM, AO, RP, EV transactions will show on this screen. It also alerts the
Site user if any FINAL RP or EV transactions have been recorded on the document (which will
affect the COST of the document) and how many of each. When working the RECON report,
the Site user should use Document Summary with the Transaction History report and Liquidated
Document Status Log to maintain the reconciliation of the document.

= = = =

First Previous MNext Last

Docurment Summary
Document Number: NEDUODDSWRASOD0 - 00 Source Status: Complete

Document Type: NC2275 OPTAR Log: PWC WO0OS3

Mumber Amendments: 00 Local Code:

Accounting Classification

EE/  Contract/ Commitment  Initiation Obligated Received Expended Number

; Actual
ACRN  JON Final
0OC  ACRN/BPA Amt Amt AMUQty AmMUQty AmMEQty  Repts/Exps O
AA EDUDDSABI00 Q £300.00 £0.00 $0.00 £0.00 £0.00 0 £300.00
252 0 0 0 0

Note the following elements on the screen:

¢ Navigation Buttons (First, Previous, Next, Last)
These buttons allow the user to go directly to the First, Previous, Next, or Last Document +
Amendments of the same document type, without having to return to the document list. For
Display Summary, the amendment is always 00 or 00000.
» First - retrieves and displays the document with the minimum DCN + amendment for
that document type
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* Previous - retrieves and displays the document with the DCN + amendment that
immediately precedes the currently displayed DCN.

* Next - retrieves and displays the document with the DCN + amendment that immediately
succeeds the currently displayed DCN.

» Last - retrieves and displays the document with the maximum DCN + amendment

e Document Number — Identifies the document control number. (DCN)

e Status
Indicates the current status of the listed DCN. Displayed values can include Complete,
Accepted, Finalized, Cancelled, Initiation, and Initiation Cancelled.

Exported — Indicates whether the document has been included in a file transfer to STARS-
FL. (Y=Yes, it has been exported; N=No, it has not been exported.) This will determine if
the document can be updated or if other maintenance functions will be required to adjust the
document status.

e Document Type — Identifies a specific document form number.

e OPTAR Log - Identifies the purposes of the log entry that will be printed on the OPTAR
Log, or the name of items being requisitioned.

e Number Amendments - Indicates the total number of amendments to the listed document.
This page element only displays data for an amendable document, such as the DD282,
DD448, DD1556, NC2275, NC2276, or NC2276A.

e Local Code - A code of up to 20 characters that identifies document types and groupings for
reporting purposes.

e ACRN - Displays the Accounting Classification Reference Number.

e JON - The 11-character job order number (JON) classifying the accounting transaction.

e EE/OOC - Identifies the Expense Element and OMB Object Class. The EE identifies the
type of obligation or expense charge below the Function/Sub-function level. On the row
below the Expense Element value, the OOC identifies the Office of Management and
Budget object class designation.

e Contract/ACRN/BPA - Identifies the contract or a call to a Blanket Purchase Agreement
for an indefinite delivery type contract and the contract ACRN.

e Commitment Amt - Contains the commitment amount for the document.

e Initiation Amt - Indicates the amount of the document or amendment that is in an initiation
status, and therefore has not yet affected funds. This amount is excluded from the Actual
Cost amount.

e Obligated Amt/Qty - Contains the ACRN obligated amount of the document and the
number of items ordered. On the SF1164, this value is the receipt amount.

e Received Amt/Qty - Identifies the total amount received against one ACRN of an
obligating document or the number of items received.

o Expended Amt/Qty - Identifies the total amount expended against one ACRN or the
number of items expended.

e Number Final Rcpts/Exps - Indicates the number of receipts or expenditures with a status
of Final.

e Actual Cost - Identifies the total expenditure amount, total receipt amount, total obligated
amount, or total commitment amount, depending on the number of expenditures, receipts,
obligations, and commitments associated with the ACRN.

e Close - Closes the Document Summary page and returns you to the Select Document for
Summary page.
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Update Document

Step 1 To modify an existing document that has not been exported or accepted, select
Documents, Update Document.

Documents._.

Mew Document

Display Document

Cocument Summary

Update Document

Step 2 Select the document to update.

Filter for the document or if visible from the screen, just click the DCN hyperlink.

Select Document for Update
Filter
DCN: OFTAR Log: Document Type: Local Code:
-
Created Date: (&) Al Documents Sort Order:
' O My Documents Created Date | W

Equals 2 OAscendmg

Equals @' Descending

Later Than

Earlier Than

Between
Results

PAGE: 1 224567
DCN Amend Memo Status Exported 4/ /OPTAR Log Document Local Created
Type Code Date
MAGAZINE
JEDUOOODSPTASDS 0o A Complete M COVERS DD282 7/19/2010
NEDUQOOSWRASO14 oo M Accepted A teST 4 NC2275 7/15/2010
NEDUQOOSWRASOT3 oo M Accepted A ‘ Test 3 NC2275 7/15/2010
NEDUOOOSWRASO12 oo M Complete A Test 2 NC2275 7/15/2010
NEDUDOOSMOASO1D 0D ¥  complete ¥ Misc Memo Miscellaneous Project 7/15/2010
Example MName
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On the example above, the user could select the Line Items button and edit the amount and
description as well as all other fields in the document. When update is completed, select Save.
Then select Close to exit the document.

Selecting a document in the list of documents to update that has a "Y" in the Exported field will
result ina CORRECTION AFTER EXPORT screen instead of the document itself to update.
Only the fields that are not grayed out are available for update.

L 2,  Document (MEDUODOSMDAS010) has been exporked,
\t() & correction screen will be provided.

[ Ok, H Cancel ]
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Select OK for the screen to appear.

Miscellaneous Correction After Export

D lm CvZN: [NEDUCOOSMDASD10
R |I.1isc e OPTAR Log: |Mizc Memo Example
ol Zine |Pruject FiE Local Code: |Project Mame
ACRN: [aa ACRN: fJaa
JoN: [eDuoosTIZZ2 JON: | EDUDDSTMZ22 - SUPPLES v
Expensze Element: IT— Expense Element: | T- Supplies
OMB Object Class: [260 OMB Obj Class: | 280 w
OMB SubObject Class: | OME Sub Object Class: v
Quantity Ordered: |4 Quantity Ordered: |4
Expend Partial/Final: l— Expend Partial/Final: I_
Receipt Partial/Final: .I_ Receipt Partial/Final: I_
Contract ACRN: [ Contract ACRN: |
Contract: Ii Contract: ’—
Bra: | BeA: [
Country Code: I_ Country Code:
Obligated Amount: [2000 Obligated Amount: |20.00
Contract Amount: {0.00 Contract Amount: |0.00
Receipt Amount: [0.00 Receipt Amount: |0.00
Expend Amount: |0.00 Expend Amount: |0.00
Actual Cost: $20.00 Actual Cost: $20.00
Export to STARS-FL

The Correction After Export window opens when the user selects a document to update and the
document and its transactions have been exported to the FA, or a receipt or expenditure has been
entered for the document.

» Document types DD1155, SF30, Civilian Labor, DD1131, NC2061, and SF1034 are
not available for Correction After Export.

» Use the Correction After Export window to correct erroneous data by making limited
changes to a document control number (DCN) or ACRN, and, in certain cases,
transfer data from one DCN to another.

The Correction After Export window columns mirror each other. The data elements on the left
contain existing document values while the right side contains data elements to modify. The
values to change depend on many conditions.

Change the desired values, and then select the Save button. Changing the DCN on a Memo or
Supplemental will apply to all ACRNs associated with the DCN. A Source document’s DCN
cannot be changed.
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Changes to other values apply only to the ACRN selected before opening the Correction After
Export window (if correcting a multiple-ACRN document).

If a change is made to the Expend Partial/Final indicator, it will update the cost of the document.
If document processed with a partial expenditure, and the user updates the Expend Partial/Final
indicator to a Final, it will generate an exportable de-obligation amount. If STARS-FL needs to
be reduced as well as FASTDATA, then allow the transaction to export. If expenditure had
posted as a Final and the user updates the Expend Partial/Final indicator to Partial, it will
generate an increase to the obligation.

Examples of changes that can be made are:

a. Document number correction of a memo record if the FROM DCN has no receipts or
expenditures, or is an initial receipt (GSA, Fuel Chit, SF1164) and the TO DCN does
not exist. Memo Credit Card and MPC transactions are excluded from this type of
correction.

b. Connection of the DCN of a Non-Preceded Expenditure to another Non-Preceded
DCN or to an existing DCN.

c. Job order correction, providing that it does not result in a change to the original line
of accounting. The OPTAR/Authorization for the new job order number must have
funds available. Use the drop down arrow to select the appropriate job order to

change to:
GEElE | acrn: Jaa
HONY G 0100 JON: | 83214905100 - La OPS v
£ -
Expense Element: [ Expense Element: | 03214908100 -LO.0PS
. . 63214805130 - LQ CELL PHONES
: [zs OMB Obj Class:
Ldefes ssslesan 7 1895 | 63214905160 - L URINALYSIS
: T OMB Sub Object Class: REALEISEAMNRET e
LapEiliIsees 63214805130 - LQ NCLEX EXAMS
Quantity Ordered: |0 Quantity Ordered: |0
Expend Partial/Final: Expend Partial/Final:

d. Expense Element and/or OMB Object class correction. Select the drop down arrow
to find the EE and/or OMB Object Class you wish to correct.

e. Quantity correction. If quantity is the only correction, no transactions will result.
Memo credit cards are included but MPCs are excluded from this type of correction.

f. Obligated Amount changes. When the obligation amount of a memo document needs
to be increased or decreased and this field is open for edit, the Correction After
Export process will increase or decrease the document. This can only be done on a
memo entered document or a non-amendable, non-contractible source document.

If the document shows 750.00 in the obligation field and it needs to be decreased to
reflect a 250.00 decrease, overlay the 750.00 with 500.00 to accomplish this. DO
NOT enter 250.00 in the field as this field reflects the cumulative document
obligation. The new amount entered will be calculated in the system and determine
the difference as an accounting transaction.

The overall document amount (obligation, contract or receipt) cannot go below zero.

Note: At the bottom left corner of the Correction After Export screen, there is a box that defaults
with a check to “Export to STARS-FL”. If making an adjustment to any of the fields on this
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screen and they are already updated in STARS-FL, then uncheck the box so that it DOES NOT
export.

: i A
Expend Amount: [0.00 Expend Amourt: (0.8

Actual Cost: $750.00 Actusl Cost: §730.00

*| Export to STARS-FL

Corrections after export on travel documents will reflect the open fields where changes can be
made. Traveler's name and return date are editable fields. Example is a memo entry of a non
DTS travel order. The obligation amount field is also available for edits if needed to change the
cost of the travel order. (These are off-site travel orders that the Site user has to manually input
to export an obligation to STARS-FL.)

OOIRI0 Correcioe e Dageert

ow - e v . = ~
AR Lng: - 1. >
o Coox ~ te
ACRM AN
jou [EEiacdyin o o v
e Fervesy Sgange Deners “ay .
S 2t L DM o Clams »
OME St Cepecr Clam -

e Teriros
3} S
Couny Code Tiry Code B
Praveieri [8en w300 Traveler: 320 A
Ay e 'L;LLO Sehrr Dete )5»?‘::’
Ctigatad Arrous: (2030 Sthgnied Amasunt: U
Lortecs Arvoaore: I N Cartrnd digt X
Agcet Arvoom: 1300 Receast Amcurt: DX
Furere! v 1N Boerd Ansure 2@
A2 oy 422 00 Aztael Cost- 2200

7 expeet 1o w1ARS-#1

e

g. A Source NC2276 document that has not been contracted, has limited fields available
to edit. In order to contract the document and obligate, CONTRACT PROCESS
would need to be done. In order to change fields not open for edit on this document
an amendment should be created.
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On a NC2276 that has Contract Process already performed, there are other fields available to edit.
These edits will flow to STARS-FL unless the Export to STARS-FL tab is unchecked. The
CONTRACT and CONTRACT ACRN and BPA fields are now available for edit in this screen.
In this example there has been an SPS imported file to perform the contract process for the Site
User. Notice that there is a new button under the Correction After Export that, when checked,

tells the system to Override the FASTDATA adjustment amount. (See figure below.)
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» The Correction After Export screen requires that the user specify the Contract/DO-
BPA/Contract ACRN to be corrected. If there is only one Contract/DO-
BPA/Contract ACRN to the requisition ACRN, it will populate the contract
information when displayed.

» Changing the contract number, DO/BPA, Contract ACRN in CAE, FASTDATA will
generate a 540T "D" with the old contract information and reversal obligation amount
and a 540T "C" with the new contract information and correction amount.

» When a contractible document with multiple contracts and contract ACRNS is
displayed, a new field will show at the bottom left side of the screen. The
FASTDATA user can indicate whether or not they want the 540T "D" and 540T "C"
transactions to go to STARS-FL and if so, what adjusting obligation amount to
include. The 540D will contain the opposite of the specified obligation amount, and
the 540C will contain the specified obligation amount.

» If user annotated they do not wish the transaction to flow to STAR-FL by un-
checking the box "Export to STARS-FL", the annotation in the transaction history
report will reflect "User-defined non-exportable” for tracking purposes.
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Accept Document
The only documents to accept are the DD448, NC2275, NC2276, NC2276A and Credit Card.
The following rules apply:

The acceptance on a NC2275, DD448 category 1, NC2276A Economy Act or Project
Order will generate an accounting transaction. When first created, these document
types generate a CM and send a 915 transaction to STARS-FL. Completion of the
acceptance moves the CM to AO, and the 540 transaction will flow to STARS-FL.
The acceptance of the NC2276, DD448 Cat 2, NC2276A Direct Citation is required
on all orders $25,000.00 or greater. This action does not generate an accounting
transaction. The Contract Process will generate the accounting transaction for these
documents.

When an NC2275 amendment is accepted, the acceptance process will accept the
selected amendment, the basic document, and any associated amendments with a
lower amendment number.

To accept the basic document and all associated amendments, accept the most recent
amendment.

If a requisition document that has been cross-referenced in the commitment stage is
accepted, FASTDATA will create a non-exportable obligation transaction. If the
cross-reference is partial, the transaction will be split based on any remaining
commitment. As an example, if the commitment amount is $1,000 and the partial
cross-reference is for $750 (leaving a commitment amount of $250), and the
document is accepted, FASTDATA will create a non-exportable transaction for $750
and an exportable transaction for $250. Each transaction will have remarks to
indicate the acceptance occurred after a Credit Card cross-reference.

Step 1 From the menu on the left side of your screen, select Documents, Accept Document.
Note the three options of New, Edit and View. Select New.

Documents.. .
Mew Document

Display Document

Document Summary

Update Document p
Accept Document....

Mew
Edit
View
Amend Document

Contract Pro
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Step 2 Select the document to be accepted.

Only those documents eligible for acceptance will appear on the Select Document for Accept
screen. When the document is visible in the Results section, click the DCN hyperlink. (The
newest documents will appear on the top of the list due to the default sort order of Created Date.)
Use the Filter section at the top of the screen to help find the document.

Select Document for Accept
Filter
DCH: OPTAR Log: Document Type: Local Code:
w
Created Date: Sort Order:
' Created Date |
Equals - OAscendmg
Equals @'Descendmg
Later Than ||
Earlier Than
Results
PAGE: 1 2 ==
DCN Amend Memo Status Exported OPTAR Log Document Type Local Code Created Date
NEDUOOOSWRASD13 0o M Complete ¥ Test 3 NC2275 7/15/2010
NEDUOOOSRCASOOG oo M Complete Y Jul13TEst1 NC2276 7/13/2010

Cloze

The Filter section provides the opportunity to enter specific search criteria; thereby reducing the

Fields in the RESULTS section:
e DCN - Identifies the document control number.

e Amend - Identifies a specific official amendment to a previously established financial
document.

e Memo - Indicates whether the document was created as a Memorandum or Source.
(Y=Yes, it is a Memo; N=No, it is not a Memo Record) This is important

information on some types of adjustments as to whether the document is source or
memo.
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e Status - Indicates the current status of the listed DCN. Displayed values can include
Complete, Accepted, Finalized, Cancelled, Initiation, and Initiation Cancelled.

e Exported - Indicates whether the document has been included in a file transfer to
STARS-FL. (Y= Yes, it has been exported; N=No, it has not been exported.) This
will determine if the document can be updated or if other maintenance functions will
be required to adjust the document status.

e OPTAR Log - Identifies the purposes of the entry that will be printed on the OPTAR
Log, or the name(s) of items being requisitioned.

e Document Type - Identifies a specific document form number.

e Local Code - Code of up to 20 characters identifying document types and groupings
for reporting purposes.

e Created Date - Indicates the date and time the document was created in FASTDATA.

e Close - Ends the action to select a document.

Step 3 Complete the acceptance screen.

Accept NC2275 Document

DCM: NEDUOO09WRAS013 - 00

OPTAR Log: Test 3

Accepting Official; it

Accepting Date: '

| Accept || Cloze |

The following fields appear on the Accept NC2275 Document screen:

DCN

Displays the document control number (DCN) of the selected NC2275.

OPTAR Log

Displays the OPTAR Log entry from the selected document.

Accepting Official

Enter the name of the Accepting Official or select the desired value from the dropdown
list. A value is required.

Accepting Date

From the calendar icon, select the date the document is being accepted. A date is
required; a future date cannot be entered.
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Accept

Accepts entries on the Accept NC2275 page and accepts the selected document.
Close

Closes the Accept NC2275 page and return to the document select page.

Step4 Edita NC2275 Acceptance by selecting Documents, Accept Document, Edit.

Only previously accepted documents will appear on the Screen. Select the document to edit.

When updating a NC2275 Acceptance document, the user can modify the Accepting Official and
Accepting Date.

Edit NC2275 Document Acceptance

DCM: MEDCUO009WRAS013 - 00

OFTAR Log: Test 3

Accepting Official: | COR James Every v

Accepting Date: |TAS2010 [~

| Accept || Close |

See Step 3 for a definition of the fields on the screen.
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Step 5 View an Acceptance by selecting Documents, Accept Document, View.

Documents..
Mew Document
Display Document

Document Summary

Update Document

Accept Document...

Mew
Edit
Amend Document

Contract Process.__.

Only previously accepted documents will appear on the Screen. Select the document to view by
clicking on the DCN hyperlink.

All fields are display only in the View mode. See Step 3 for a definition of the fields.

Wiew NC2275 Document Acceptance

DCN: MEDUOOO9WERASOD13 - 00
OFTAR. Log: Test 3
Accepting Official: CDR James Every

Accepting Date: 7/19/2010
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Contract Process

The New Contract function is used to create a new contract for an existing source or memo
NC2276, NC2276A, DD1348-6 (if not crossed to a supply system), DD1149, or DD448
(category 2) transaction. The following rules apply:

* FASTDATA allows multiple contracts/DO-BPA/Contract ACRNS to be associated to one
requisition/ACRN. The user will get a warning when they are in New Contract process if they
attempt to add a new contract against a requisition that already has a contract. It will remind
them that there is already a contract to be sure their intent isn’t really to EDIT the existing
contract vs creating a new one.

+ Cannot enter a contract for a document that is used in a Credit Card cross reference.

» The contract process affects the OPTAR's status of funds if the contract amount differs from
the commitment amount.

» When entering a contract number with A, G, or H in the ninth position, must enter a value
for DO/BPA.

* Must enter a value for Contract Amount if the Contract Partial value is Partial.

» SPS sites cannot create a new contract for a document until all amendments to the document
have been exported to SPS. When a new contract is created, FASTDATA establishes an
obligation transaction with the amount(s) from the contract.

* An obligation transaction and its associated contract number are included in FA export to
STARS-FL.

* Only the portion of a DD448 document that was accepted as direct can be entered for a
contract. This is the category 2 portion.

» The New Contract process will exclude Requisition/ACRNs whose outstanding CM amount
is less than or equal to zero.

« The Edit contract process allows users to change the contract amount, even for a final
contract.

» A partial contract may be edited even if there is no outstanding CM amount. A document
may only have one final “F” contract against it.

* Neither a Credit Card document nor an imported MPC transaction may have a contract
entered against it using FASTDATA’s Contract Process.

Note: If the FA is included in the SPS interface file to flow from STARS-FL to FASTDATA do
NOT do the Contract Process, as the SPS interface file will do the Contract Process. For those
not using the SPS interface file, but SPS is sending 540 transactions to STARS-FL for the
contracted documents, perform the contract process and then suspend the transaction so it does
not flow to STARS-FL and double obligate the contracted document. (Transaction Suspension is
discussed in another section of this Guide.)

Note: Each time an amendment to the Basic is created, do the Contract Process for the NEW
TOTAL CUMULATIVE contracted amount.
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Step 1 From the menu on the left side of your screen, select Documents, Contract Process. Note
the three options of New, Edit and View. Select New.

Documents...
Mew Document
Source Document Replication
Dizplay Document
Document Summary

UUpdate Document

Accept Document...

Amend Document
Contract Pro
New -
Edit
View
Cancel Document
Reinstate Document

Print Document

Step 2 Select the document to place the contract.

Only those documents eligible for a contract will appear on the Select Document for Contract
screen. When the document is visible in the Results section, click the DCN hyperlink. (The
newest documents will appear on the top of the list due to the default sort order of Created Date.)
Use the Filter section at the top of the screen to help find the document

Step 3 Complete the New Contract screen. A definition for each field is provided below.

New Contract
All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.
DCN: |NEDUDDDBRCAE-DD1 Total Contract Amount: 20.00
Contract: DO/BPA:
Requisition Contract-DO/BPA
ACRN 10N Total ~ Contract CC XREF OQutstanding c,ovact ACRN  Contract Partial Contract ACRN Amt
Cammitment To Date Amt Amt
Af EDUDOSAB100 125.00 0.00 0.00 0.00 AA Final 0.00
AB EDUODSAB300 20.00 0.00 0.00 0.00 AB Final 0.00
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The contract process will create the obligation transaction that will flow to STARS-FL and
liquidate part or the entire total commitment field in STARS-FL. If the total committed and the
contract amount entered match, the Contract Partial indicator should be set to FINAL.

e DCN - Identifies the document control number of the selected document.

e Total Contract Amount - Identifies the sum of all Contract ACRN amounts of the listed
Requisition ACRNSs for this Requisition and Contract-DO/BPA.

e Contract - Identifies the contract number to be applied to the selected document. A
value is required.

e DO/BPA - Identifies a call to a Delivery Order or Blanket Purchase Agreement for an
indefinite delivery type contract. A value is required if the contract number contains A,
G, or H in the ninth position. If entered, it must be 4 positions and cannot contain spaces.

e ACRN - The Accounting Classification Reference Number (ACRN) identifies each long
LOA classification cited on an allotment or fund usage document for the purpose of
identifying each LOA during subsequent stages of processing.

e JON - Identifies the 11-position job order number associated with the selected
DCN/ACRN.

e Total Commitment - Identifies the total Commitment amount for the basic and all
Amendments for this Requisition ACRN.

e Contract To Date - Identifies the total amount previously contracted for this Requisition
ACRN to include other Contract-DO/BPAs.

e CC XREF Amt - If the contracted Requisition ACRN has been cited as the Requisition
in a Credit Card Cross Reference, this identifies the amount of the cross reference. The
Requisition ACRN Contract Amount would have been reduced by this amount.

e Outstanding Amount - When the Contract Partial value is Partial, this amount is the
Total Commitment minus the Contract-to-Date Amount, minus the CC XREF Amt.
When the value is Final, the Outstanding Amount changes to zero (0).

e Contract ACRN-Identifies the contract ACRN.

e Contract Partial - Indicates whether the obligation is to be fully or partially liquidated
when processing the contract. Must select either Partial or Final when entering a contract.

e Contract ACRN Amt - Identifies the Contracted amount-to-date of the Contract ACRN
for this Requisition and Contract-DO/BPA. If the Contract Partial value is Partial, then a
value greater than zero (0) is required, but it cannot be equal to or greater than the sum of
the Outstanding Amount and any previous Contract ACRN Amount. Normally, this will
be the total contract amount for this Requisition ACRN and Contract-DO/BPA Contract
ACRN.

However, if the contracted Requisition ACRN has been cited as the Requisition in a
Credit Card Cross-Reference, the Requisition ACRN Contract Amount was reduced by
the cross-reference amount. Therefore, the previously contracted, then cross-reference
amount is no longer included in the Requisition ACRN Contract amount.

e Save - Accepts entries and creates the contract.

e Close - Closes the New Contract page.

Step 4 Edit a Contract entry by selecting Documents, Contract Process, Edit.

Only the documents available for contract editing will show in the select screen. Use the filter if
it is not visible in the window that appears. Fields eligible for edit will be open for changes to
be made; if not open for edit, changes can't be made through this maintenance function and may
require an amendment in order to accomplish the needed changes.
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Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NEDUDDDBRC}5\E—DDE—

Total Contract Amount:  |$38.00

Contract: |NUDZS1DBC1313

DC/BRA:
Requisition Contract-DO/BPA
ACRN 10N Total  Contract CCXREF Outstanding —,n oot ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  EDUDDSAB300  40.00 38.00 0.00 0.00 A Final 38.00
FASTDATA Web Site
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Cancel Document

The cancellation process allows the user to cancel most source and memo documents. When a
document is cancelled, the funds associated with the cancelled document become available for
use by the Site. When cancelling a document that has been sent to STARS-FL, the application
will generate a reversal transaction. FASTDATA does not allow cancellation when the
following applies:

Contract, receipt or expenditure has been posted to a document

A NC2275, DD448, or SF182 document has been accepted

The document is one imported from MPC or DTS

The document is a Civilian Labor Memo

For NC2275, NC2276 and DD448, only the most recent amendment (or Initiation
amendment) may be cancelled

Most FASTDATA documents are cancelled by taking the same basic steps as outlined below.

Step 1 Select Documents, Cancel Document.

Documents...
Mew Document
Source Document Replication
Dizplay Document

Document Summary

Update Document

Amend Document

Contract Process...

Cancel Document -
Reinstate Document

Print Decument

Step 2 Select the Document to Cancel by clicking on the DCN hyperlink. (The newest
documents will appear on the top of the list due to the default sort order of Created Date.) If
the document is not initially displayed, use the Filter section at the top of the screen.
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Select Document for Cancel

Filter

DCN QOPTAR Log Document Type Local Code

‘ I [ vl

Created Date Sort Order

[ m | Created Date & |

MRctwoen  R% : (':t) Ascending

(%) Descending
Results
PAGE: 1 2 2 »»
DCN Amend Memo Status  Exported OPTAR Log Document Type Local Code Created Date

02 N Complete Y AMD L1 DDadn 6/14/2010
00 b ¢ Complete Y Juneid NC2275 6/14/2010
02 N Complate Y AMOD 2 NC2275 6/10/2010
00 Y Complats Y Flags NC2276 6/10/2010

Step 3 The document selected for cancellation will be displayed with a Cancel Document option
appearing at the bottom of the form. Clicking the button results in a message asking if you are
sure you want to cancel.

&) source OPTAR Log: |FD SOFTWARE HDBKS Local Code:

'C} Initiaticn

Country CD: I— Expense Element: ¥ OMEBE Object Class: 240 ob
| Cancel Document | | Close |

Message from webpage [5__<|

\?’) Are wou sure you wank ko cancel docurment?

[ 0K H Cancel ]

Step 4 Select OK or Cancel to the message. Select OK, the document will once again appear on
your screen and click Close. The user is returned to the Select Document for Cancel screen and
the document no longer appears on the displayed list.
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Step 5 Go to Documents, Display Document, the document listed with a status of Cancelled.

Results
PAGE: 1

Document Local Created
Type Code Date

NEDUODOSFTAS00Z 0O N [ Cancelled ¥ FDi%glgARE DD282 1/21/2009

DCN Amend Memo Status Exported OPTAR Log
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Reinstate Document

To reinstate a document, the FASTDATA process reinstates the original obligation amount and
changes the document status from Cancelled back to Complete. Most FASTDATA documents
are reinstated by taking the same basic steps as outlined below. Any uniqueness will be
addressed under the verbiage for the individual document.

Step 1 From the menu on the left side of your screen, select Documents, Reinstate Document.

Documents...
Mew Document
Source Document Replication
Dizplay Document
Document Summary

Update Document

Accept Document...

Amend Document
Contract Process. ..
Cancel Document

Reinstate Document -

Print Document

Step 2 On the Select Document for Reinstate screen, the only documents that will appear are
those that have been previously cancelled. Click on the DCN hyperlink. Use the Filter section at
the top of the screen to aid in locating it.

Select Document for Reinstate

Filter

DCHN: QPTAR Log: Document Type: Local Code:

W
Created Date: Sort Order:
' Created Date | @
Equals - O;'azcending
@’Deacending
Results
/ PAGE: 1
DCN Amend Memo Statu =xported OPTAR Log Document Type Local Code Created Date
[ N&525910MPCY T3 oo M Cancelled Y ACRN Total Test CD4ads 5/27/2010
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Step 3 The document selected for reinstatement will be displayed with a Reinstate box appearing
at the bottom of the form. Click on this option to reinstate the document.

® source OPTAR Log: |FEI SOFTWARE HDBKS Local Codes
'::} Initiation
Country CD: Expense Element: ¥ OMEBE Object Class: 240

]

Reinztate | | Cloze |

Step 4 The document will once again appear on your screen and click Close. User will be
returned to the Select Document for Reinstate screen, and the document will no longer appear on

the displayed list.

Step 5 Go to Documents, Display Document and the document has been restored to a Complete

status.
Results
PAGE: 1
DCH Amend Memo Status Exported OPTAR Log Document Type Local Code Created Date
NEDUQOOSWRASOOO M A PWC W093 1/21/2009
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Receipt Process
Receipts entered in FASTDATA generate transactions that are exported via the FA to STARS-
FL where they are recorded as Accounts Payable.

The following rules apply:

» To change a receipt that has not been transmitted to the FA, select Receipt, Edit from the
File menu.

« Cannot edit a receipt that has been exported to the FA; create a new receipt that corrects
the entries in the prior receipt.

* For a MILSTRIP receipt, all ACRNs with a Receipt Partial/Final indicator will be
included on the receipt entered.

* Toexclude an ACRN from the receipt, disable the Receipt Partial/Final indicator for the
desired ACRN by selecting the blank line from the dropdown list.

» Must enter a value for either the Quantity Received or the Amount Received.

* When entering a receipt for a DD1149 with a MILSTRIP DCN or a DD1348-6, the
document must be crossed to a supply system or have a contract.

» Before the receipt page opens, a message will ask whether the order is crossed to a supply
system. If indicated the order is not crossed to a supply system, will not be able to
process the receipt until a contract for the document is entered.

« Cannot create a receipt for a Credit Card, NC2276 document, or MPC transaction with
an amount greater than $25,000 until the document has been accepted or has a final
expenditure.

« Cannot enter a receipt against a document that has been used in a Credit Card X Ref.

« Cannot create a receipt for a DD448, NC2275, NC2276A or DD1556 until the document
has been accepted.

» For a Category 2 DD448 and NC2276A, create a contract before creating a receipt.

Step 1 From the menu, select Receipt Process. Notice the three functions of New, Edit and
View. Select New.

Documents...

Receipt Process...

New -

Edit

1'!"‘ I E I\llll
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Step 2 Select the document to process a receipt.
Use the filter if it is not visible from the screen, and click the DCN hyperlink.

Select Document for Receipt

Filter

DCN: OPTAR Log: Document Type: Local Code:

| I | v | |

Created Date: Sort Order:

' Created Date |+

Equals 3 OAscending

Equals @'Descendlng

Later Than -

Earlier Than
Results

PAGE: 1 2 3 ==
DCHN Amend Memo Status Exported OPTAR Log Docunent Local Code Created
Type Date
I MAGAZINE
NEDUDOOSPTASD1S oo Y Complete hd COVERS DD232 77192010
NEDUDOOSWRASD14 oo M Accepted hd teS5T 4 NC2275 77152010
NEDUOOOSWRASD13 oo M Accepted hd Test 3 NC2275 77152010
NEDUODOOMDASD10 0O ¥  Complete ¥ PIES [ Miscellaneous Ripieck 7/15/2010
Example Name

NEDUOOOSPOAT D06 oo M Accepted hd I3 DD448 7/14/2010

Step 3 When applicable; respond to the message regarding the order being crossed to a supply
system. (When entering a receipt for a DD1149 with a MILSTRIP DCN or a DD1348-6, the
document must be crossed to a supply system or have a contract.)

Windows Internet Explorer

\?/ Crder crossed to a supply system?

b [0 ][ cres |
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Step 4 Complete the New Receipt screen.

When entering a receipt, all selected ACRNs for a Receipt Partial/Final indicator will be
included. Enter a value for either the Quantity Received or the Amount Received.

Mew Receipt

All ACRNs that hawe a Receipt Partial/Final Indicator will be included on the current Receipt.
To exclude an ACRN from the current Receipt, clear the Receipt Partial/Final Indicator.

OCN: |NEDUDDEIBTGA1D12 Actual Cost: 350.00
OFTAR Log: |ﬁ\VE ORACLE/SMITH Received Date:  |2M8/2011 '

Remarks: G——

---------- Quantity---------- memmmeees- AMIOUNE-==-==nnmn
Receipt Received : : Received :
ACRN JON Partial/Final Ordered To Date Received Obligated To Date Received
Af EDUDOSTM1L1 L W] 0|0 60.00 0.00 |0.00

/ Total: £0.00 $0.00

Export to STARS-FL:

Save Close

Remarks may be used for audit purposes and will reflect in the Transaction History description
field. Select the Receipt Partial/Final code, Quantity Received and Amount Received.

EXPORT to STARS-FL is at the bottom of the screen. The default is yes, check mark in the
box. To exclude this receipt from flowing to STARS-FL, take off the check mark before Saving.

Step 5 Save the receipt.
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Step 6 Edit a receipt.

To change a receipt that has not been transmitted to the FA, select Receipt, Edit from the File
menu. Remember that a receipt that has been exported to the FA cannot be edited; must create a
new receipt that corrects the entries in the prior receipt. If editing the amount, enter the desired
amount, not the difference.

After selecting the DCN a screen similar to the one below will display:

Edit Receipt
All ACRNs that have a Receipt Partial/Final Indicator will be included on the current Receipt.
To exclude an ACRN from the current Receipt, clear the Receipt Partial/Final Indicator.
DTN |NEDUDDDBWRA1DDS Actual Cost: $35.00
OPTAR. Log: |REPAIRS Received Date:  [7/21/2010 '
Remarks:
---------- Quantity---------- —emmemeee- AMOUNt----see-e-
Receipt Received ! ’ Received !
ACRN JON Partial/Final Ordered To Date Received Obligated To Date Received
Af 53045911100 Partial » 0 0|0 25.00 0.00 |15.00
AB 63045022200 Partial |» 0 00 10.00 0.00 |5.00
———— .
Total: $0.00 $20.00
Final

Change any of the fields in white. To exclude an ACRN from the receipt you are editing, disable
the Receipt Partial/Final indicator for the desired ACRN by selecting the blank line from the
dropdown list.
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Transaction Suspension

As part of maintenance throughout the life cycle of documents, adjustments such as amendments,
receipts, insertion of an accounting transaction to a document that is not amendable, etc. may be
needed. If the transaction is not needed in STARS-FL but only needed in FASTDATA to
reconcile the document, then Transaction Suspension is a method of stopping the flow to
STARS-FL.

Using Transaction Suspension will still transmit the document to the FA so the document history
files will remain in sync, but it can stop the flow from the FA to STARS-FL. The FA has the
ultimate decision to determine if they want to release the suspended transaction to flow to
STARS-FL. They can purge the transaction from their suspension list if they agree with the Site
that the document transaction should not flow.

Step 1 From the menu, select Trans Suspension.

Documents...

Receipt Process...

Expenditure Procezs...

Trans Suspension -

Step 2 Select the document to suspend.

The list of available transactions will include all transactions that have not been cross-referenced
to a credit card document and that have been created or changed since the FA last received
transactions from the Site. Transactions generated as a result of cancelling a document will also
appear on the list.

Step 3 Complete the transaction Suspension screen. Place a check by the transaction to suspend
and enter a suspension reason.

The FA will have set up an automated process to retrieve transactions from the Site. If the FA
has set up such a process to run more frequently than daily, immediately suspend the new or
updated transaction so it will be marked for suspension when the automatic process runs.

For the automated process that runs every X minutes, a new or updated transaction will be
included not in the next automatic export but rather the export after that. Skipping one cycle of
the automatic process should provide enough time to suspend the desired transactions before
they go to the FA automatically.

If an automated process runs automatically while the Accounting Transaction Suspension page is
open, any transactions eligible for suspension will not be included in the automated transmission
to the FA. Until the transactions marked for suspension have been received by the FA, they can
be accessed in the Accounting Transaction Suspension page and unmark transactions previously
marked for suspension. If it is unmarked as a suspension, must also delete the suspension reason.
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EXPENDITURE PROCESSES AT THE SITE

MANUAL EXPENDITURE PROCESS

As a normal procedure, expenditure files are downloaded from STARS-FL. Manually entering
expenditures should be accomplished as an exception when a transaction that appears in STARS-
FL (610) did not process into the Site. Prior to inputting a manual expenditure, make sure there
are no suspended expenditures at the Site or the FA that may need to be corrected or reprocessed.

A manual expenditure will post regardless of funds availability. A negative manual expenditure
may be entered. Expenditures completed at the Site will NOT export to STARS-FL.

If posting of a manual expenditure is performed and then the STARS-FL file downloads the
same expenditure, it will post twice in the Site and affect the document cost. Enter another
manual expenditure to reverse the duplicate and correct the document cost.

User access rights to the expenditure process are defined at the System Administrator Level.
Step 1 From the menu, select Expenditure Process, New Expenditure.

Documents...

Receipt Process...

Expenditure Process. ..
Mew Expenditure -
View Expenditure
Expenditure Co=t Transfer...

Suzpended Expenditure

Return Expenditure to FA

Co=t Redistribution. ..

Step 2 Enter the document number to create a new expenditure. Click the Save button and
receive a screen similar to the one shown below.

Enter Expenditure DCN
OCM:

Mote: Special Characters and Spaces Not Allowed

| Save || Close
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MNew Expenditure
All ACRNs that have a Expenditure ACRN and Expenditure Amount will be included on the current Expenditure.
To exclude an ACRN from the current Expenditure, clear the Expenditure Partial/Final Indicator.
DCM: |NEDUIJIJIJE?L'¢RA1IJIJB Total Document Amount: $35.00
OPTAR Log:  |REPAIRS Local Cd: |
Remarks: more Expenditure Date:  |7/21/2010 =]~
Expenditure Code: |E‘-.Ir Expenditure
—————————— Quantity--------—-- --------—-Amount----------
Expenditure Expended - Expended
ACRN 10N Partial/Final Ordered To Date Expended Obligated To Date Expended
Ad 68045911100 w 0 0|0 25.00 0.00 |0.00
AB 68045922200 w 0 0|0 10.00 0.00 |0.00
Total: £0.00 £0.00
| Save | | Close |

Step 3 Complete the New Expenditure screen if the document number entered exists in
FASTDATA. The lower area will provide ACRN information from the existing document.

The upper area provides information about the expenditure. For audit purposes, the Remarks
field is available to annotate the reason it is being entered manually.

When adding a new expenditure, at least one ACRN for the expenditure must have a value in the

Expenditure Partial/Final field. Also, must enter a value other than zero (0) for either the
Quantity Expended or the Amount Expended.
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Step 4 Complete the New Non-Preceded Expenditure screen if the document number entered
does not exist in FASTDATA. The ACRN information would have to be entered here by
selecting the ACRN button.

Mew Mon-Preceded Expenditure
All ACRMNs that have a Expenditure ACRM and Expenditure Amount will be included on the current Expenditure.
To exclude an ACRNM from the current Expenditure, clear the Expenditure Partial/Final Indicator.
DCN: |NEDUDDDB‘;‘¢RA303[I Total Document Amount: 30.00
OPTAR Log: Local Cd:
Remarks: more Expenditure Date:  |7/21/2010 "’
Expenditure Code: |EV Expenditure
---------- Quantity---------- ---—----—-Amount----------
Expenditure Expended . Expended
ACRN ; .
10N Partial/Final Crdered To Date Expended OCbligated To Date Expended
Total: £0.00 £0.00
| Save | | Close |

After adding a new ACRN for the non-preceded expenditure, it can be accessed to updated or
deleted until it is saved and close the Non-Preceded Expenditure Process page.

When adding a non-preceded expenditure, at least one ACRN for the expenditure must have a
value of Partial or Final for the Expenditure Partial/Final field. Also, must enter a value greater
than zero (0) for either the Quantity Expended or the Amount Expended.

Any new transaction created against the ACRN of a non-preceded expenditure will not be
exportable.

Any subsequent adjustment transaction created against that ACRN will adjust the actual cost of

the transaction and will be available for release to the FA. If anew ACRN is created against that

same DCN, the resulting transactions (commitments and/or obligations) will be available for
release to the FA.
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EXPENDITURE COST TRANSFER

FASTDATA expenditure cost transfers allow the transfer of costs between Direct and Direct,
Direct and Reimbursable, or Reimbursable and Reimbursable JONSs, as long as both reside in the
same short LOA, same FY and same Site. In STARS-FL, these transactions update at the job
order level. In FASTDATA, a DCN and ACRN are required and will update both document and
job order tables and are recorded as Execution Code 610 expenditure transactions.

Export to STARS-FL is accomplished through the Cost Redistribution automated job at the FA.
The resulting STARS-FL expenditure cost transfers will be received in FASTDATA in the
reconciliation data (STARS-RECON) to allow verification of the success or failure of the
expenditure cost transfer in STARS-FL.

The Expenditure Cost Transfer will create the next available ACRN if the expenditure results
from a cost transfer and the JON+EE+OOC do not exist on the document. This applies whether
or not the combination is against a preceded or non-preceded DCN.

Expenditure cost transfers are not allowed for Labor; these can only be performed in STARS-FL
where the labor hours can be updated.

A valid Expenditure Cost Transfer must follow these rules:

The From and To JON or the From and To EE/OOC must be different
The short LOAs on the From and To JON must match

The From and To EE/OOC must contain a valid combination

The From and To side of the transfer must net to zero

To begin, have the System Administrator ensure the appropriate Site users belong to a group that
has Access capability for the Expenditure Cost Transfer function.

Once signed in as a Site user, go to Expenditure Process, Expenditure Cost Transfer. Two
options will appear.

Expenditure Process
MNew Expenditure

View Expenditure

Expenditure Cost Transfer...

New

Invalid

Select New to receive a screen similar to:
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Expenditure Cost Transfer
Transfer From/To

From JON: | 63045111100 - MASONRY b To JON: | 63045111100 - MASONRY b
From EE: W To EE: W

FromQQC: | & Te O0C | |

Transfer Data

DCH:
Amount: 0.00
50s:

Effective Date: 121972011

From the drop list, the user would select the JONs they wish to use in the Cost Transfer and
would likewise; select the appropriate Expense Elements (EE). The From and To OOC will
populate dependent on the Expense Element chosen.

In the lower section of the screen, must enter a 14 or 15 position DCN. It does not have to exist
on the database or conform to standard document format; however, it cannot contain embedded
spaces or special characters. (This could be similar to the cost transfer document construction
STARS-FL produces reflecting cost transfer and date info, etc.) The DCN cannot exist as an
Initiation document.

The amount must be greater than zero. If the amount exceeds the job order cost (for the From
JON) a warning message will appear indicating that the amount entered causes a negative value
on the job orders cost. Can override the message by selecting OK.

The Source of Supply (SOS) Code is optional. If entered, it must be three alphanumeric

characters and uppercase. If not entered it must be 3 spaces. **See note below for Brig
Charleston and Brig Miramar on use of the SOS code —which is mandatory to them
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Once the transfer is completed, the option to add another will appear, or select Close.

To see the results, review the Expenditure Cost Transfer Report. There will also be an
annotation in the transaction description field of the Transaction History Report that will reflect
the Cost Transfer information and the database USER ID of the person who created the cost
transfer.

**For Brig Charleston(N45610) and Brig Miramar(N45611) the SOS field must be completed
in order to effect the Inventory issued fields on the various reports. Use the SOS to update the Inventory
Issue Amount. This is used to not only indicate a source of supply but also drives the usage of inventory
issues amount on the authorizations.

If SOS is LOG (log fund) or CAIl (customer area inventory management), then the cost transfer does a plus
and minus on the inventory issue amount of the respective authorizations.
If the JONs are in the same authorization, the net is $0.00 to the inventory issues.

The inventory issues come into play on the available balances:
Avail = YTD Auth — Cumulative Costs — Encumbered + Inventory Issues

Therefore, the inventory issues offset costs. This is a “pre-paid” item. Budgeting would have moved
authorization dollars from the various departments into a central purchasing authorization in order to
fund the inventory purchases.

After transmission to STARS-FL, the FA imports a file of valid and invalid expenditure cost
transfers from STARS-FL to acknowledge processing. This is done via the jobs shown below:

ﬁ
ﬁ

Autemated Jobs Maintenance

Active Description

b

b

Latest Date/Time Scheduled Run

Interval Type Minute Interval

Executed Time
e 06/13/2011 B _ -
Perform reconciliation. 10:57:46 MIN | » |G.EB |;.B
Process MPC Transactions. DE"'I]_‘3"'I?DM MIN | % |G:l3l3 |'E.G
10:52:46
Process external Bl transactions. -Mever- MIN | % |G:EB |‘3B.B
Recalculate Obligations In Mon-Peak Hours. -Mever- MPH |» |G:EB |[:.B
Receive CRCTs that failed STARS-FL validation — . N >
(INVALID). Mever MIN [ |0:00 [20.0
E’\?CE{I,:EI CRCTs that passed STARS-FL validation _Never- MIN |G:EB |‘3B.B

The incoming files will be visible in the FA’s File Inventory. The next section discusses action
required for those that failed validation in STARS-FL.

Expenditure cost transfers appearing on the INVALID file imported from STARS-FL will be
available for user correction via:

Expenditure Cost Transfer...
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If there were invalid transactions, selecting Invalid would result in a screen similar to the one below:

Expenditure Cost Transfer - Invalid

Effective From From From To To To Transaction Creation
Reprocess Reverse DCN Amount S0S Date JON EE 00C JON EE 00C Date Level
O Reverse NEDUOOL11TRNSFOL $125.00 11/3/2011 EDUQO1AB100 Q 250 EDUDODLABSYZ Q 2350 11/3/2011 FA

Reason: TC JOB CRDER NOT FOUND

In this example, because of the invalid reason listed, the user would enter the erroneous
“TO JOB ORDER” into STARS-FL, put a check in the Reprocess box and select the
Reprocess button at the bottom of the screen. (Putting the check in the box activates
the Reprocess button, as shown below.)

Expenditure Cost Transfer - Invalid

Effective From From From To To To Transaction Creation
Reprocess Reverse DCN Amount 505 Date JON EE 00C JON EE 00C Date Level
Reverze NEDUOOL11TRNSFO1 $125.00 11/3/2011 EDUOO1AEBE100 Q 250 EDUOO1ABGE72 Q 250 11/3/2011 F&

Reason: TC JOB CROER NOT FOUND

[ Select All ][ Clear &l ][ Reproceszs ][Clcae]

This reprocessing action will cause the expenditure cost transfer to be resent to
STARS-FL in the next transmitted “Send Cost Redistribution Batch to STARS-FL”
automated job, and because the user has set up the JON in STARS-FL, it should now
process as Valid.

The user may also choose to “Reverse” the cost transfer by highlighting and clicking on
the Reverse option.

Expenditure Cost Transfer - Invalid

Effective From From From To To To Transaction Creation
Reprocess Re"e'y DEN Amount SO5 "5 te JON EE 0OC JON EE 00C Date Level
O Reverze NEDUOOL11TRNSFO1 $125.00 11/3/2011 EDUOO1AB100 Q 250 EDUOO1ABGE72 Q 250 11/3/2011 F&

Reason: TC JOB CROER NOT FOUND

Select All | [ Clear Al

This will result in a new screen as shown below:
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Expenditure Cost Transfer - Reversal

Transfer From/To

From JON: |EIIIUEIIII1AEIE?2 To JON: |EIIIUEIIZI1AEI1IZIEI
From EE: |Q To EE: (O
From QQC: |EEEI To QQC: |250

Transfer Data

DCN: |HEEIUI:IEI1 1TRNSFO1

Amount | 125.00
208
Effective Date: |11/3/2011

| Save || Closs |

When the user selects the “Save” button, FASTDATA will reverse the original data in the
From and To sides of the expenditure cost transfer. The reversal will be validated and
processed like a new cost transfer. It will be visible to both the FA and Site no matter who
processed the transfer. The reversal will NOT be sent to STARS-FL.
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CORRECT SUSPENDED EXPENDITURES

When the expenditure file is processed into FASTDATA from STARS-FL per the FA’s
automated process scheduling, one or more of the expenditures imported may be suspended. If
this suspension occurs at the Site, follow the steps below to make the required changes to un-
suspend it.

User access rights to correct expenditures are defined at the System Administrator level.
Step 1 Select Expenditure Process, Correct Expenditure.

Documents...

Receipt Process...

Expenditure Process. ..
MNew Expenditure

View Expenditure

Expenditure Cost Transfer...

Correct Suspended Expenditure -

Return Expenditure to FA

Co=t Redistribution. ..

Depending on the reason the expenditure is suspended and how it is corrected, may create an “R”
type correction transaction that will update the STARS-FL record for the expenditure or for the
requisition. When an expenditure is marked as suspended, it does not adjust Site funding.
Suspended expenditures may be viewed on the Suspended Expenditure report.
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Step 2 Select the expenditure to be corrected. Use the Filter options to aid in locating the
document. Click on the DCN hyperlink.

Select Expenditure for Correction
Filter
DCN: ACRN: Job Order: Expend Amount: Quantity:  Acct Batch:
w w
Processed Date: Sort Order:
' DCN s
Equals 3 O Ascending
@' Descending
Results
PAGE: 1
DCN ACRN Job Order Processed Date Expend Amount Partial Quantity Acct. Batch
NEDUOOOSWRASDOD Al EDUOOSABI00 10/8/2008 300.00 Final 1 STARZ10081

Step 3 Make the desired changes on the Expenditure Correction screen.

Various conditions may exist and would require different ways of correction.

» For expenditures that have a status of Non-Preceded ACRN, the ACRN can be
modified to match an existing ACRN for the document. Use the ACRN dropdown
box to change the ACRN and process the correction.

» For those with a status of JON Mismatch, the JON can be corrected to match the JON
on the ACRN - this will generate an "R" transaction to go to STARS-FL.

» The DOC/ACRN can also be modified if the expenditure is for the wrong document.

Expenditure Correction

DCH ACRN JON Partial/Final Expend Amount  Quantity Processed Date Status
NEDUDOOSWRASDOD AR EDUDDSAB100 Final 300.00 1 104872008 JON Mismatch

For expenditurez that have a status of Non-Preceded ACRN, the
ACRN can be modified to match an exizting ACRN for the document.

OCH ACRN  JON For thoze with a status of JON Mizmatch, the JON can be corrected to

NEDUOODDGWRASDND |» || A& + | EDUDOSAB300 match the JOM on the ACRM - this will generate a ‘R’ transaction. The
DCH/ACRM can alzo be modified if the expenditure iz for the wrong
document.

Humber Final
Receipts/Expends

300.00 0.00 0.00 0 300.00 300.00 300.00

Obligated Amt Received Amt  Expended Amt Actual Cost  New Expended Amt  New Actual Cost

| Process || Cloze |

The upper window area displays information from STARS-FL about the expenditure that is
being corrected. The Status indicates the status of the expenditure. Possible values include
Corrected, JON Mismatch for DCN/ACRN, Non-Preceded ACRN, and JON Mismatch for DCN.
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The middle and bottom section show how the document is recorded in the Site.

The middle area contains the data to correct the expenditure. It contains dropdown lists or
display-only values, depending on the nature of the expenditure suspension. Select a value from
any available dropdown list to correct the expenditure.

If the expenditure is suspended because of a non-preceded ACRN, select a DCN or ACRN that
will correct the expenditure. If the expenditure is suspended because of a JON mismatch, make a
note of the JON; close the Expenditure Correction window; and correct the JON mismatch by
opening the Correction After Export window.

The lower window area provides information about the correction and the impact of the
correction on the expenditure's cost and amount. Fields on the bottom of the Expenditure
Correction Screen are as follows:

» Obligated Amt - Identifies the ACRN-obligated amount of the document.

* Received Amt - Identifies the total amount received against one ACRN of an obligating
document.

+ Expended Amt - Identifies the total amount expended against one ACRN of an
obligating document recorded for all expenditures transactions.

* Number Final Receipts/Expends - Indicates the number of final receipts and
expenditures posted to the existing transaction.

* Actual Cost - This value depends on several conditions. If there are final expenditures
and no final receipts or there are more final expenditures than final receipts, this value is
the expended amt-to-date. If there are final receipts and no final expenditures, the Actual
Cost is the receipt amt-to-date. If there are no final expenditures or receipts and the
Expend Amount is greater than the Obligated Amount or the Expend Amount is less than
zero (0), the Actual Cost is the expenditure amt-to-date. If there are no final expenditures
or receipts and the Expend Amount is less than the Obligated Amount and the Expend
Amount is greater than zero (0) and the receipt amount is greater than the Obligated
Amount, the Actual Cost is the receipt amt-to-date. If none of the above conditions are
true and a final contract has been issued, the Actual Cost is the contract amount-to-date.

* New Expended Amt - The Expend Amount after correction.

* New Actual Cost - The newly calculated Actual Cost including the corrected expenditure.

» Process - Processes the expenditure as if it imported without an error. No change is
actually made to the expenditure but whatever mismatch caused the suspension has been
corrected to allow the expenditure to process correctly.

+ CLOSE - Ends the action to correct an expenditure and closes the window.
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The basic "rules of thumb' on suspended expenditures are:

« If the DCN is the same for original and target but the ACRNSs are different, there will
be no "R" type transaction generated; there will be a cost redistribution generated. The
expenditure will be posted against the target DCN/ACRN/JON and Site funds will be
adjusted, if applicable.

« If the DCN for the original and target are different, there will be no "R", there will be a
cost redistribution generated, the expenditure will be posted against the target
DCN/ACRN/JON and Site funds will be adjusted, if applicable.

« If the DCN and ACRN remain the same for the original and target - AND - the target
JON is correct, then an "R" transaction is generated to change the JON of the original to
the JON of the target. Also the original is posted against the target DCN/ACRN/JON and
Site funds will be adjusted, if applicable.

DCN/ACRN/JON on suspended transaction are correct

If the target DCN/ACRN/JON has a JON that is wrong and should actually be the JON of the
suspended (from) expenditure, then the following must be done:

a. This process must be exited and the Correction After Export (CAE) must be used.

b. Use the CAE to change the JON on the existing DCN/ACRN. This will produce an "
R" transaction (correction transaction) reporting the JON change.

c. Once this is completed, then the Correct Suspended Expenditure process may be
entered again.

This time, the REPROCESS button on the Expenditure Correction screen will become active
when the correct target is indicated (because the target now has the same JON as the "from").
Clicking REPROCESS will cause the expenditure to unsuspend and post to the target
DCN/ACRN/JON (which now has the same JON as the expenditure). This action will allow the
"R" transaction to be transmitted to the FA. The reprocessed suspended expenditure will simply
be unsuspended and posted to the target DCN/ACRN/JON. This will cause funding adjustment.

Step 4 Note the status of the suspended expenditure after correction of the expenditure is
performed.

The expenditure will still show in the Correct Suspended Expenditures screen until it is
acknowledged by the FA.
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Step 5 Note the status of the suspended expenditure when the document has been corrected.
Status shows as “Corrected” and the DCN will fall off the expenditure correction listing once the
acknowledgement is received from the FA.
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Step 6 View the Transaction History Report.

The document that was corrected posted to the transaction history report upon correction. In the
example below, the expenditure (EV) has posted and the transaction description shows the USER
ID who made the correction and verbiage in the Transaction Description column indicating that a
Cost Correction was created.

An RT transaction posted showing the Old Jon and the New JON to which the expenditure was
processed.

Transaction History Report
Fitwe. MO ATE 35 B/} AND DON N (v A0 m00siooy
FA: N35s0A Sae: B) RC: 4C OPTAR: W) FY: 2009
DCN: N3510502050008
Catnt OO0 Ep O e Dox Trw Lt Ony  Doceomsm
AC3S Comnt D ACEN G A Be  Clss Tiovees Qe Awed Co Yo G
X Mt 7 W o1 » Lovres 1422
Trad  Tows Times Traea Farts

Fap Type  Dite Oty tvoant ATeed o VT Tresxcnce Desccption

tw wox W Croame By Datubuie Lnwe DeEFPELNNE

EV v R0 N G Cont ConessonSrested Sy Datatate LUaw DREFPE4201

I - M1559 Y = n 2 SON 200072435 Expeatios Conectum 554758 Craaind 29 Dotioine Uker QSFFE4I N0,
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RETURN EXPENDITURES TO THE FA

The need to return an invalid expenditure from the Site to the FA may occur. By returning the
expenditure to the FA, the resolution to fix the expenditure will be allowed to be performed at
the FA level. The expenditure may belong to another Site or the FA may want to delete the
expenditure, which can't be done at the Site level.

Eligible expenditures are only those that have been imported from the FA, not those that were
manually created in the Site. The list of expenditures can include suspended expenditures that
the FA has not corrected as well as valid expenditures that are not part of a cost redistribution.

If a suspended expenditure is returned to the FA, no funds adjustment will occur as it did not
originally affect funding. If a valid expenditure is returned, funds will be appropriately adjusted
at the Site. The adjustment will not take place until the returned expenditure is actually exported
and it will appear in the Transaction History report as a credit expenditure. Access to return
expenditures to the FA is defined at the System Administrator level.

Step 1 Select Expenditure Process, Return Expenditure to FA.

Documents...
Receipt Proceszs...
Expenditure Process. ..

MNew Expenditure

Correct Suspended Expenditure

Return Expenditure to FA -

Co=t Redistribution. ..
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Step 2 Select the Expenditure to return. Use the Filter options to aid in locating the DCN. Place
a check in the box shown in the Select column to mark the expenditure for return.

Mark Expenditures to Return to the FA

Filter
Expenditure Type: DCH:
All L
Processed Date:
— [E
Equals w
Results

ACRN: Expend Amount: Cuantity:
w
Sort Order:
DCM R
O Aszcending
® Descending
PAGE: 1

Select Expenditure Type DCN
I:‘ Valid NEDUO09045B500
[ Suspended NEDUOOO9WRASO00
I:‘ Valid NEDUOO0SRCASOO1
I:‘ Valid MNEDUIODOSMPASOO3

ACRN Processed Date Expend Amount Partial Ind Quantity
Af 10/9/2008 10.00 P 1
As - 10/8/2008 300.00 F i
AB  10/9/2008 20.00 F 1
Af 10/9/2008 100.00 F 1

The expenditure will flow to the FA with the next scheduled automated job entitled “Receive

accounting transactions from the Site.”

Expenditure Types listed on the screen may be either Valid or Suspended. The Processed Date
identifies the date the expenditure was created. The Expend Amount identifies the cumulative
amount expended to date against one ACRN of an obligating document recorded for all receipt

transactions.
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COST REDISTRIBUTION

Cost Redistribution provides users the ability to transfer part or all of a valid expenditure amount
to one or more documents(s)/ACRN(S). The “to” ACRN and/or JON may be different than the
“from” ACRN and/or JON.

Site users may only redistribute expenditures to documents within the same active fiscal year for
their own particular Site. The amount transferred cannot exceed the original expended amount.
Cost Redistribution works with imported expenditures only; cannot redistribute manually created
ones.

Site funding WILL BE ADJUSTED at the time of the Cost Redistribution Save action. When
the FA receives the transaction, they will forward the redistribution to STARS-FL who will
create credit and debit expenditures. The resultant expenditures will be returned to the FA and
the FA will allow them to flow to the appropriate Site. These returned expenditures will be
matched on DCN/ACRN/JON and amount. When the match is found, the returned expenditures
are then simply discarded.

To begin, have the System Administrator ensure the appropriate Site user belongs to a group that
has Update capability for the Cost Redistributions function.

Once signed in as a Site user, go to Expenditure Process, Cost Redistribution, New.

Expenditure Process. ..
MNew Expenditure
View Expenditure

diture Cost Transfer...

t Suzpended Expenditure A

Return Expenditure to FA

Cost Redistribution. ..
Mew h

Update

A fim
View
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A screen similar to the one shown below displays. No manually created or suspended
expenditures will show on this window.

Select Expenditure to Redistribute From

Filter

DCM: ACRM: Tranzaction Amt: Document Type:

“
Tranzaction Date: Batch: Sort Order @Ascending
v DCH - O De=scending
Results
PAGE: 1

DCN Amend ACRN Transaction Date’ Batch Partial Quantity Transaction Amt’  Document Type
NEDUOOOSMPASDOZ DO Al 10/9/2003 STARS1008 Final 1 £100.00 DD443
MEDUOODOSRCASOO1 0O Al 10/9/2003 STARS1008 Final 1 £125.00 NC2276

Cloze

Use the Filter section to aid in finding the document if it is not readily visible. Click on the DCN
from which to transfer cost and receive a screen similar to:

Expenditure Redistributed From

DCN Amend ACRN JOMN Partial/Final Quantity Dist Qty Trans &Amt Dist Amt

MEQUOO0SRCASOOL 00 Al EDUD0SAELI00 Final 1 0  $125.00 £0.00
| New || Cloze |

Click New and receive:

E diture R d From
DCN Amend ACEN JON Pamaal/Final Quantity Oist Qty Trans Amt Dist Amt

NECUDDOSRECASDD] Al EDUDOSAD I Final $133.00 $0.C0

= Ascenting
Descentng

At At Decegt Ak Recegt Pantsl Sxpent At Bxgent Panal  Actust Cesr |
0.0 $0.00 $0.00 §00.00
) $0.00

$100.00 Final

$0.00 $0.00 $10.00

On this screen, the information about the “From DCN” is displayed at the top of the page and the
documents available to share the cost are displayed at the bottom. This list may include

suspended and manually created expenditures. Use the Filter section to reduce the number of
pages/documents displayed.
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Select the document, a screen displaying both the From and To documents will appear, similar
to:

Expenditure Redistributed From

DCN Amend ACRN JON Partial/Final Quantity Dist Qty Trans Amt Dist Amt
NEDUOOOSRCASOO1 0o AR ECU00SAB100 Final 1 1 $125.00 125.00

Expenditures Redistributed To

Delete DCN ACRN JON Partial/Final Quantity Tran=zaction Amt
m NEDUODO9PTALODL AA EDUO0OSTM111 | Final % 1 125.00
| New | | Save | | Cloze |

The system will automatically fill in the Transaction Amt with the amount of the From
expenditure. Change amount if needed. Click Save to complete the distribution, or select New
to redistribute to more than one document. If the “To” amount is the same as the “From”
amount and the New button is clicked, the message below displays, for the amount is already
redistributed.

Message from webpage E]

"'-. The Fallowing errors have occurred:

* There are no Funds left ko redistribute,

1

Each target expenditure should have sufficient commitment/obligation to cover the amount
distributed to it. If that amount does not exist, there will be an amount adjustment (“T”
transaction) generated to be transmitted with the redistribution for the correct amount required.
This will ensure that the official accounting system has commitment/obligation sufficient for the
resultant expenditure.

After completing the Cost Redistribution, view the Expenditure Cost Redistribution Report.
Also view the Transaction History report for each of the documents to see the results of the
actions. The description column of the Transaction History report will indicate that a Cost

Redistribution action has taken place.

Users may redistribute from a credit expenditure to an existing positive valid expenditure or a
document with a positive “EV” posted.
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The user may update a Cost Redistribution until the FROM document has been liquidated and all
TO documents reach acknowledged status indicating they have been validated in STARS-FL.
Cost Redistributions may be viewed at anytime.

Expenditure Process...

MNew Expenditure

View Expenditure
Expenditure Cost Transfer
Correct Expenditure
Return Expenditure to FA
Cost Redistribution. ..

New

Update

View

STARS-FL will provide feedback indicating whether the cost redistributions received from
FASTDATA passed validations. These files are received via the Automated Jobs shown below:

Automated Jobs Maintenance
Latest .
. . . Interval Scheduled Minute
Active Drescription Date/Time Type Run Time Interval
Executed
Receive CRCTs that failed STARS-FL 11/08/2011 . - -
P [ %] L alidation (INVALID). 16:42:01 MIN |5 jo:00 0
m— | 1 ¥ P‘:ﬁdE'E,tFCHCE‘CTEIg'?t passed STARS-FL  neyer- MIN v [0:00 200

For those cost redistributions in the VALID file, a 610 (EV) is generated for the “TO” document
and flows to the Site. If the “FROM” document was not suspended, a 610 (EV) is also generated
for it and sent to the Site. However, if the “FROM” document was suspended, the reversal 610
(EV) will also be suspended at the FA. (Keep in mind, that no further processing takes place at
the Site at this time since the FROM reversal and the TO expenditure were generated at the time
the set was saved.)

Cost redistributions received on the INVALID file may be deleted or updated and re-released via

Cost Redistribution, Update. The update screen will indicate that there was an error, and the
Expenditure Cost Redistribution Report defines the error.
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CREDIT CARD PROCESSES

CREDIT CARD MAINTENANCE

Much of the credit card related information that is in CITIDIRECT may be housed in
FASTDATA, such as the bank name, credit card numbers, credit card holders and vendors. This
information is maintained in the Site module and can be manually entered or may be populated
by data imported in a Military Purchase Card (MPC) file. (MPCs are discussed in detail later in
this section.)

Access to credit card processes is defined at the System Administrator level.

Select Credit Card, Credit Card Maintenance and receive a screen similar to the one on the next
page.

Credit Card...

Credit Card Maintenance -

Credit Card X-Ref
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Credit Card Maintenance

Credit Card B E Holde

Filter

Bank: Credit Card Mumber: Card De=scription:

Sort Order: (%) Azcending

Bank h: 'D'Elescending
Results

PAGE: 1

Deleter Details Bank Credit Card Mumber Card Description Credit Limit

E

CITIDIRECT **®**®*®x*350736 MPC Generated 0.00

CITIDIRECT ¥¥*****®£x*350777 MPC Generated 0.00

CITIDIRECT *¥*****®**351023 MPC Generated 0.00

= = 2 &
E £ E

CITIDIRECT *******®x*30]1346 MPC Generated 0.00

| New || Cloze |

The Filter options provide the opportunity to enter specific search criteria; thereby reducing the
number of pages displayed in the Results section. In this instance, the user may search by Bank,
Credit Card Number and Card Description. You may enter the full value or a portion of the
value with a leading and/or trailing asterisk (*) that serves as a wildcard.

Additionally, you may dictate the way your list is displayed by using the Sort Order drop list and
the Ascending/Descending options.

This page organizes your Site's credit card data into four tabs: Credit Card, Bank, Vendor and
Cardholder. With the Credit Card tab highlighted, a list of the credit cards for the Site's banks.
From this tab, delete, view, update and add credit cards for the Site. Cannot delete a Credit Card
if it has any associated cardholders.

Select the desired tab to add new Banks, Vendors, and Cardholders. Select the Detail Icon for
additional options. After adding the desired banks, add the desired credit cards to associate with
the banks.

After adding the credit cards, assign cardholders to the credit card records. Because the banks,
credit cards, cardholders, and vendors are related, cannot delete one type of record if it has
associations with other records. For example, to delete a bank record, cannot do so if the bank
has a credit card associated with it. Similarly, to delete a credit card, cannot do so if there is a
cardholder associated with the credit card in FASTDATA.

The vendor data is for use on the Credit Card document. If a Credit Card document has a vendor
specified, you cannot delete that vendor record. If a Credit Card document has a cardholder
specified, you cannot delete that cardholder.
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The Bank tab lists the banks for the Site. By selecting the Details icon, navigate to the Bank
Detail page to view or update Bank information. Navigate to the New Bank page by selecting

the New button.

Credit Card Maintenance

Delete Details Bank POC/Phone Email/Website

Il W cmorecT

| New || Cloze |

Credit Can | Bank Vendor Card Holder

Filter

Bank: Credit Card Number: Card Dezcription:

Sort Order: (*) Ascending

Bank i {Z) Dezcending
Results

PAGE: 1

Deleter Detalls Bank Credit Card Mumber Card Dezcription Credit Limit
m m CITIDIRECT *******x%%x350736 MPC Generated 0.00
m m CITIDIRECT **********350777 MPC Generated 0.00
m m CITIDIRECT ********%*351023 MPC Generated 0.00
m l;ﬂl CITIDIRECT #*®#*x*®xxx3c) 346 MPC Generated 0.00
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The Vendor tab lists the vendors for the Site. By clicking on the Details icon, navigate to the
Vendor Detail page to view or update Vendor information. Navigate to the New Vendor page by
selecting the New button.

Zredit Card Maintenance

Credit Card Bank Vendor | Card Holder
Delete  Details’ Vendor StartEnd Date POC/Phone  Email'Website
'@ 1] DIVINE IMAGING, INC. Ext.

T o ENVISIONXPRESS.COM Ext.
m @ GSA/FAS -
W 1751 et
| ] LABSAFE -

| New || Cloze |

The Start/End Date column contains the start and end dates for the vendor contract.

The Card Holder tab lists the first and last name of current cardholders. Use this page to delete,
view, modify or add information for a person at the Site.

Zredit Card Maintenance

- -
wrl ot

m
o
[41]
=

1

Card Helder

Delete  Details

= = = = &
EEE E E

Firzt Name Last name

CHENDRICE FIRAMMA

CRYSTALL SHEFPHERD

CRYSTAL L SHEPHERDOO16

FLAP JACK PANCAKE

Phone' Extension

Email

JOSE G FLORESMWAVARRETOOOT
| Mew | | Cloze
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MILITARY PURCHASE CARD (MPC) FILES

When the credit card is used to pay for authorized purchases, the vendor processes the charges to
CITIDIRECT. CITIDIRECT generates the credit card SDN for these transactions, using the
default JON that was provided to them for the cardholder whose card is being charged.

CITIDIRECT then sends the file to the Defense Automatic Addressing System Command
(DAASC). Each day, DAASC forwards the file to STARS-FL, where an accounts payable (510)
transaction is placed on the accounting records.

A copy of the DAASC file may be imported into FASTDATA where it is known as the Military
Purchase Card (MPC) file. Upon import, FASTDATA will generate a 540 and post the 510
accounts payable.

Contact the FASTDATA Help Desk to get instructions for setting up the MPC interface with
DAASC. The FA will set up the interface and receive a USERID and password from DAASC.
Receipt of the file will be controlled via the Automated Process feature of the FA where it will
be set up to import every “X” minutes.

MPC Transactions

510 FASTDATA

FASTDATA
SITE  Js10.RP

FASTDATA imports the same type transaction flowing into STARS-FL, i.e. an accounts payable
510 (RP). As stated earlier in the Credit Card Maintenance section, this file will also populate
the Credit Card, Bank, Cardholder and Vendor tabs with data that the activity has not loaded
manually.

As mentioned above, when the credit card is charged at CITIDIRECT, the MPC file will import
an RP (510) transaction to obligate the credit card charge to the default LOA Job Order at the
Site. If, however, the charge is reallocated by the Cardholder in CITIDIRECT to the final LOA
Job Order, the MPC file will then import a credit RP (510) transaction to clear the charge to the
default and make a charge to the final LOA Job Order.
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These transactions should appear within a day of posting in STARS-FL, depending on the timing
of the Automated Process and when the MPC file is set to import. If the transactions do not
appear within a day or two in the credit card cross reference (X Ref) utility or on the Transaction
History report, there are some troubleshooting areas to review to identify if there is a problem:

1. First, goto STARS-FL and use FASTPATH RDOC to view the document details.
Determine if the missing transaction is in STARS-FL and if so what date it posted.

2. If the transaction is not in STARS-FL yet, it will not be in FASTDATA either.

a. Check the FASTPATH TEXV to see if it is on the exception report for some
reason.

b. The issue may be due to timing of when the CITIDIRECT file was sent to
STARS-FL and the transaction may be in the next file.

c. The credit card used for the purchase may be a bulk-funded credit card. If so,
the reallocated transactions will not post in STARS-FL or FASTDATA until
the Authorizing Official (AQO) releases the monthly bill.

3. If the transaction is located in STARS-FL and the date is within a day or two, wait a
day and check FASTDATA again to see if it has posted.

4. Check in the Site to see if the transaction suspended via the menu items File Manager,
Maintain Susp Ext Trans, MPC from DAASC.

File Manager... -

File Inventory

File Manual Export...

File Manual Upload...

Maintain Suzp Ext Tranz... -

B1 - Standard
B1 - Travel
B1 - Fuel Chit

OTS/SPS/EDVERP from STARS-FL

MPC from DAASC

Correct Suspended MPC Transactions

MPC transactions that suspended during import will be listed on this page. Options are limited
to Deleting the suspended MPC transactions or Reprocessing the transactions. They can't be
corrected on this screen. However, the cause of the suspension can be corrected elsewhere in the
system and Reprocess the transaction from this screen.

Reprocessing suspended transactions removes any corrected transactions from the suspense file.
When you process suspended transactions, FASTDATA updates the transactions as memo
records in the Site database. FASTDATA also suspends any external transactions that it cannot
validate.

The correction screen is illustrated below and the screen elements are defined on the next page.
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If the error message displayed on the screen is “No Funds Available,” the FA would need to add
more funds and release them to the Site, or update another document to decrease the value so the
transactions can be allowed to flow into the Site and cross referenced where applicable.

Sometimes with the increases and decreases flowing into the Site daily, the obligations on the
JONSs will get out of balance. To Recalculate Obligations to see if that adjusts any of the JON
costs enough to allow transactions to post. This menu item is located under Utilities, Recalculate
Obligations. Since all users should be out of the system for this process to be performed, it is
now available as an automated job that the FA can run in non-peak hours. If the automated
process is used to run this job, the Site user may request the Recalculate Cost Log Report to see
the results. If it is run manually, a notification will display on your screen with the results.

NOTE: The MPC imported files validate on a funds check and suspend when there are not
enough funds to import the transaction. Each activity has the capability to allow MPC and
DTS imported files that have already posted in STARS-FL to by-pass the funds validation.
(See FA function Utilities, Ext Interface Funds Check.)

If the Site is low on funds and the transaction posts, it will allow a cross reference to be
done. It will reflect a negative balance until this is accomplished and will prevent the Site
from creating any new documents until the cross reference is performed and the double
obligation is resolved.
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On the Correct Suspended MPC Transactions screen, filter by Site, Document #, ACRN, JON,
Exec Code, or File Name to locate your document.

[Comrwet Sunpended WOC Tranvactione

3
s
’
3
.
[
El
2

| Reproces= || Save || Cloze || ||

Columns on the screen are as follows:
Delete-To delete transactions, put a check mark in the delete box and Select Reprocess.

REC Type-Indicates whether the record type is new (N), an adjustment (T), a partial receipt (P),
or a final receipt (Q).

Document#-Identifies the transaction's document control number (DCN).
ACRN-Identifies the ACRN associated with the transaction.
JON-Identifies the job order number associated with the transaction.

Expense Element-ldentifies types of obligations and expense charges below the
Function/Subfunction level.

Amount-ldentifies the transaction amount.

Exec Code-Indicates the type of transaction processing and posting in the general ledger at
STARS-FL. Examples are: 915; 540; 510; and 610.

Amount Type-ldentifies the amount as a credit (positive) or debit (negative).

Exceed Code-Indicates directions for paying the obligation. This code is checked by bill-paying
personnel when paying the obligation. Valid values include C (Always Partial), D (Not to
exceed Partial if F makes Partial), F (Always Final), G (Not to exceed Final if the transaction is
an expenditure), P (Makes Final), X (Not to exceed), and blank.

Description-Contains a description or comment.

Contract-ldentifies the contract associated with the transaction.
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BPA-Identifies a call against a Blanket Purchase Agreement or a Delivery Order against an
Indefinite Delivery Type Contract.

Quantity-ldentifies the line item level cumulative number of items received.

Work Center-ldentifies organizational Public Works (PW) segments and subdivisions that are
assigned on a functional or craft basis (i.e., carpentry or masonry), and used by PW to identify
source of labor required on work authorization documents and to collect costs for PW-controlled
maintenance reports.

Created-Indicates the date the document was created in FASTDATA.

Gov't Ind-Indicates government or non-government.

Contract ACRN-Identifies the contract ACRN.

Contract Line-Identifies a supply or service item on a contractual document.

Contract SubLine-Provides a further subdivision of the Contract Line Item for a contract
performance or administration of subordinate requirements.

Unit of Issue-ldentifies the standard of measurement to determine quantity.

OMB Object Class-ldentifies the Office of Management and Budget object class designation.
Country Code-ldentifies the country for purposes of processing the transaction.
User/I1D-System generated User/ld of the user who created the transaction.

File Name-The name of the file that contained the suspended transaction.

Reprocess- To Reprocess transactions once an error has been resolved, select Reprocess.
Save-Saves changes to the suspended transactions.

Close-Stops the action to correct suspended transactions and closes the Correct Suspended
Transactions window.

Add all-ldentifies all transactions for deletion.

Remove all-Removes the deletion checkmark from all files marked for deletion.
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Research Missing MPC Transactions via File Inventory

If there are no suspended MPC records and all other trouble shooting suggestions have been
reviewed as noted above, it is possible that the MPC file has imported and is in an
“UNPROCESSED?” status due to an error in the JON. These files can be viewed in the Site and
at the FA level under the File Inventory.

File Manager...

File Inventory -

File Manual Export...
File Manual Upload...

Maintain Susp Ext Trans...

Incoming and Outgoing files that have processed via the Interface File Management system will
be displayed for review. Filters at the top of the screen may be used to help locate the file and
are described on the next page. Columns on the Search for Files screen are also defined on the
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Filter Section

e File Type Name and Description — the file type and it’s description.
e Status — Possible Status indicators are:

INIT Initial

UNPRC Unprocessed

VALID Valid

DELED Marked for Deletion

COMPLT  Complete

PRCSD Processed
ERBFV File Processing Error
INEFF Ineffective date detected

e Date Received - The date range the file was received in Raw Data. Defaults to last 14
days, but may be changed up to 120 days. To view a file received on a specific day, both
the From and TO must be the same date. If the users wants all files for a date range
greater than 120 days, multiple queries must be submitted.

e Physical File Search — Enter the actual file name or partial name with wild card *.

e Source External System - To view files from a specific external system, select the
system from the dropdown list. This field is populated when files are brought in or sent
out.

e Sort Order - Files may be sorted by file elements in drop down list.

e Record Search — Enter an actual data string within a file. Do not use wild card for the
application will consider it as part of the search string.

e Ascending/Descending - Sets your sort order in either Ascending or Descending order.

e Inbound/Outbound-Select either Inbound or Outbound.

Filter-Select this button to initiate your search.

Incoming File/Outgoing File Inventory Results Section

Select — Used for the Extract function.

File Type Name and Description-The file name and a brief description of the file type
identified in the search criteria. Select the File Name to view the raw data.

Physical File Name — Actual file name of incoming or outgoing file.
Date/Time Received into Raw Data-The date and exact time the file was received in raw data.
Status-File Status as identified above.

Date/Time Processed into FASTDATA-The date and time the file was processed into
FASTDATA.

Source External System-The external system that generated the file.

Inbound/Outbound-Indicates whether the file is Inbound or Outbound.
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Transaction Amount-The cumulative dollar amount of all the records in the file.
Record Count-The number of records in the file.

Buttons for File Inventory:

| Select Al || Deselect Al || Extract || Cloze |

Select All: Places a check mark in all boxes in Select column.

DeSelect all: Removes all check marks.

Extract — Creates a text file for the selected files for the user to save. Only one file type can be
saved. If multiple files are selected, it will save as one file in order by individual files. The user
can then manipulate the data using other software.

Close-Closes the File Inventory Search page.
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CREDIT CARD CROSS REFERENCE

See Appexdix B for detailed instructions for each credit card option, e.g. XREF vs Cost
Redistribution.

The Credit Card Cross Reference process may be used when a document is created in
FASTDATA to validate the availability of funds prior to using the credit card (such as an
NC2276) and then the MPC file is imported with a transaction from CITIDIRECT for that same
purchase. The user would perform this process to liquidate the internal document used to reserve
the funds so that there is no double obligation in FASTDATA and STARS-FL.

To use the Credit Card Cross Reference process in FASTDATA, select Credit Card, Credit Card
X Ref as shown below:

Documents...

Receipt Process._.

Trans Suspension
Credit Card...
Credit Card Maintenance

Credit Card ¥-Ref

You will see a list of the imported MPC DCNS.

Cradt Cand Cross Reference

»rasr

Reledze MPC OCH Ameng RF MEC Amownt Raconoled Regusbon DCN ACAN  Rea Amt Optar Log Desonption Transammon Date  Vendor
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The MPC DCN will be the same document number but a different amendment number for each
credit card swipe during a business cycle. The user would select the Requisition DCN/ACRN
from the dropdown list to indicate which DCN they wish to cross reference to the MPC DCN.
“To” documents cannot be one of the following: Civilian Labor; DD1155; DD1131; Fuel Chit;
NC2061; Non-preceded expenditure; SF1034; SF1164; SF30 or SF44. Other rules that apply to
the CCXREF “To” document are listed below:

e It cannot have a status of in use, cancelled or be an initiation

e It can have NO contract OR if it has a contract, it must be final

e It cannot have a receipt or expenditure posted to it

e It cannot be previously cited as a requisition/acrn on a saved, but not released cross

reference

e It cannot have an amendment in an Initiation status

e Ifthe “To” document is an NC2276 that is >=$25,000; it must be accepted

e Ifthe “To” document is a DD448, Category 2, it must be accepted

The MPC Amount displayed is the receipt amount of the listed MPC record. This amount,
coupled with the setting of the P/F code will determine the amount that will be on the generated
reversal for the selected Requisition/DCN/ACRN.

Craat Cand Cross Refarence

Releaze MPC OCH Amend RF MEC Amowt Reconcled Regusbon DCN ACAN  Rea Amt Optar Log Detonption Transacnion Date  Vendor
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When a document is selected, the Release check mark will populate automatically. Select the
partial/final indicator for the document; select Save XRef. and Close. The Internal document
that was used to reserve funds will be de-obligated and the resulting decrease will flow to the FA
and to STARS-FL to eliminate the double obligation. The Charge remains on the MPC DCN
awaiting the expenditure to post after the credit card bill has been paid by DFAS.
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Note: The Credit Card X Ref is often confused with Cost Redistribution. Both eliminate the
double obligation but the timing is different. The X Ref process allows the internal Credit Card
document to be liquidated as the CITIDIRECT MPC file brings in the obligations (accounts
payables) that cause the double obligation status. This moves the cost from the internal
document and leaves it on the "CC" document. The Cost Redistribution is performed using
TFCR FASTPATH in STARS-FL and is done after the expenditure posts in STARS-FL. It
moves the cost from the "CC" document to the internal document.

The filters at the top of the Credit Card Cross Reference screen are designed to help the user
customize the information retrieved and displayed. PAGE: will show the user how many pages
of MPC DCN:s are available for the X Ref process.

A combination of the MPC Amount and Absolute Value of MPC Amount filter selections allows
the user to view DCNSs having matching negative and positive amounts. By marking these
matches with a check in the “Reconciled” column, they are removed from the list; thereby
keeping the volume of transactions displayed at a minimum. Another filter exists that allows
users to select documents by “Reconciled” or Not Reconciled” so that they do not lose sight of
the reconciled transactions. The system will validate that the “reconciled” transactions net to
zero. An MPC can be reconciled or cross-referenced, but not both.
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Undo Cross Reference

The user has the ability to "undo™ a cross reference that has been released and exported. A filter
is available to specify "Exported"” or "Not-Exported.” When the user selects an exported
document; clears the Requisition/DCN/ACRN, releases and saves, FASTDATA will generate a
transaction to reinstate the commitment or obligation that was previously reversed. An exception
would be if an expenditure or receipt was received from STARS-FL and posted after the cross
reference had posted. If this happens, FASTDATA will undo the cross reference, but will not
send an adjusting transaction to STARS-FL nor update the funds.

|Credit Card Cruss Reference

The Transaction History report would display the restoration of the obligation.
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The Document Cycle using Cross Reference process is displayed below:

Expenditures

» Once the cardholder
statement is approved at the
ond of the month, Citidirect

gets paid by DFAS

+  Poyment creates a 610

expenditure that gets sent to
STARS-FL

* The FA Automated Processes
pulls the expenditure file from
STARS-FL

* The expenditures are posted
in FASTDATA Site for the
“CC" document

* This ends the life cycle and all

document charges remain on
the “CC™ document.

FASTDATA Web Site
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CREDIT CARD PROCESS OPTIONS

See Appexdix B for detailed instructions for each credit card option, e.g. XREF vs Cost
Redistribution.

CREDIT CARD REPORTS

The Transaction History Report, plus other valuable reports for credit card management are
available in the Site. Under the Reports menu, Credit Card Reports, you will find FIVE reports:

Credit Card/Requisition ACRN X Ref
Requisition ACRN/Credit Card X Ref
Credit Card/Credit Card Doc X Ref
Credit Card Reconciled (NEW)
Vendor

Reportz...
Status of Funds. ..
Tran=saction History
Document Status Log...
Liguidated Document Status Log
Reconciliation...
Financial Framework
Job Order Cost
Accounting Transaction Batch...
Transactions
Initiation Documents
OPTAR Memo Log
OPTAR Memo Requisition
Out=tanding Requisitions...
Contract'DCM Cross Reference

DCMN/Contract Crozs Reference

Expenditure Reports...

Credit Card Reporis...
Credit Card/Requisition ACRN X-Re
Requisition ACRMN/Credit Card
Credit Card/Credit Card Doc. X-Re
Credit Card Reconciled

Vendor
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Credit Card/Requisition ACRN Cross Reference

This report is a listing of all the Requisition/ACRN transactions for each existing Credit Card
Number that was cross referenced to another Requisition/ACRN.

After selecting the desired report criteria, select any of the three Run options at the bottom to
produce the report.

Credit Card/Requisition ACRN Cross Reference Report Example

Credit Card/Requisition ACRN Cross Reference Report

FAZ N38303 FY: 2008 Sits- CC
Credit Card: ******354035 Description: MPC Generated

Created Regulction Cradt Card
Firet Name Laat Name Vendor Partial DCN ACRN Amcent DCN Amend  ACAN
JESSE EPTNG ALCCINPUT  30C- 420w F 32 AA N283030SCCMMVAMG 0023 AA
JEssE SPTING ALCCINPUT  3CC- 11442007 F AR NI83CI0SCCMMMAMG 03034 AA
JEssE EFTING ALCCINPUT  30C- A4ED0T P N3330308MDZI0ME AA NIB30I0SCCMMMMD  0XC35  AA
JESSE PTG ALCCINPUT  3CC- 1212007 P N3330308MDZOIE AR NISICIOEOCMMMMD DG AA
JESSE SPTNG ALCCINPUT 300~ 1212007 F 30EMDZO01E AA NIS303080CHMMMMG  0ICH5  AA
JESSE EPTAG ALCCINPUT 300 uRIWr P 3CEMDZO0TE AR N2830208CCMMMMD 00045 AA
JESSE EPTINGNMANC CC)  £00-9393639 TX78 c1o1ese F 3CEMDZICHE AL N2830208CCMMMME  DIC47  AA
JESSE EPTINGNVANG CC) S00-3338633 773 CUDIMSIC  F N3Z3030EMOZOCIE AL NISIC0ECCMMAMG DI04 AA
JESSE EPTINGNMAWC CC\  £00-9956933 TX73 [0SR R 30EMDZO21E AR N283C30SCCMMVMG 00043 AA
JEssE SPTNGNVAING CC\ 300-3338633 X738 0101500 F N3330308MDZOCIE AR NISIOTBCTMMVMD  DXSD AA
JESSE EPTINGNVANC CC\ 200-3839633 TX78 cHa1 F N3330308MDZOCHE AA NIS3030BCCMMMMD  DICSt  AA
JESSE EPTINGNMAWNC CC\ 009956633 TX73 c F o N3E20308MOZOTIE AR NI8300BCCMMMMD D52 AA
JEssE EPTINGNVANC CC1  200-3395539 TX75 ¢ F N323030eMDZ0023 AL NIBICI0SCCMMMMD  DXS3 AA
JESSE SPTNG ALCCINPUT 300 1 F o N333030EMOZ0021 AR N38303080CMMMEAY 00O AA
JESSE EPTINGNMANWC CCY £00-3333839 TX75 c P N333030eMOZ0020 AA IN28302080CMMNVNY 00Ce AA
JESSE EPTNG NUALCCINPUT 20 CHO14300 P N3330308MDZOCIE AL N3830208CCMMMAAY  DXO0S  AA
JESSE EFTING NUALCCINPUT 20 0320T7IZ F 308MDZ0020 AL NISICOSCCMAMMY D08 AA
JESSE EPTING NUALCCINPUT €0 CHOIM1S0  F 30EMDZ021E AA NIBICIECTMMVMY D032 AR
JEssE SPTING NUALCCINPUT  &C T B N333030eMDZOI8 AR NI83CI08CCMMMAY 0202t AA
JESSE EFTING NUALCCINPUT &0 £ N3330308MDZO0YE AA NISIOOSCCMMMMY  DI22 AA
JESSE EFTING NUALCCINPUT  &C P N3I2030EMDZO0‘E AR NI83020BCCMMARAY  DIO2S AR
JESSE EPTNG NUALCCINPUT 80 F N3220306MDZO01E AA NIS3030BCCMMMMY 00026 AA
JESSE EPTNG NUAL CC INPUT £ ®  N333030EMDZO0ZS AR N2B30208CCMMARSY 00027 AA

Requisition ACRN/Credit Card Cross Reference

This is a listing of each “from” Requisition/ACRN transaction showing the target
Requisition/ACRN and Credit Card Number to which it was crossed.
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Credit Card/Credit Card Document Cross Reference

This is a listing of all Requisition/ACRN transactions that reference each existing Credit Card
with an amount and indicate which Requisition/ACRN they were crossed to, if any.

After selecting the desired criteria, select any of the three Run options at the bottom to produce

the report.

Credit Card/Credit Card Document Cross Reference Report Example

FA: N38303

Credit Card: *****=35403

First Nams
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE
JESSE

JESSE

Site: CC

Last Name
ESTING
ESTING
ERTING
EPTING
ESTING
ESTING

EPTINGNMAWC CC\
EPTINGNMAWC CC
EPTINGNMAWC CC
EPTINGNMAWC CC\
EPTINGNMAWC CC
EPTINGNMAWC CC\
EPTINGNMAWC CC

EPTING

EPTINGNMAWC CC

EPTING

Credit Card/Credit Card Document Cross Reference Report

FY: 2008

Description: MPC Generated

Venador

AL CCINPUT 300-
AL CCINPUT 30C-
ALCCINPUT 80C-
AL CCINPUT 300-
AL CCINPUT 30C-
AL CCINPUT 80C-
800-5939932 TX76
800-933933¢ TX76
500-293293¢ TX78
300-993¢932 TX7E
800-9925923 TX7E
800-2932338 TX78
300-993293¢ TX78

AL CCINPUT 30C-
800-992533¢ TX78

NUAL CC INSUT 20

Credit Card Reconciled

In the Credit Card Cross Reference process, users have the ability to mark MPC transactions as
“reconciled” to exclude them from the list of available MPC transactions. MPC transactions

DCN

N32203CECOMVMVD
N32203CeCOMMMVD
N33203CECCOMMMMO
N320CECOMUMND
N32303CeCChMvMND
N33303CECOMMMVD
N3Z203CeCCAMMND
N3Z203CECOMMMND
NIZ30CECOMMMND
N32203CECOMVMND
N32203CeCOMMMVD
N33203CECOMMMMD
N322030ECOMUMNO
N3Z203CECTMMMMY
N3S303CECOMMMMY
NZE303CECOMMMMY

ACRN

AA
AA
AA
AR
AA
AA
AA
AA
AA
AA
AA
AA
AR
AA
AN
AA

Amend
ooe33
ooc
oce3s
o
acces
ooces
ooceT
ooces
2css
oceso
o0es1
occs2
o00s3
occo
oocoe
oocos

Amount
$54.85
$14.97
$94.95
$51.83
$11.83
$56.83

-$1182

-$56.83

-$5182

-$540¢

-51497

-$34.95
$14.97

§2,167.31

354189

54189

Part

lar

=]

=]

o

=

=]

2

F 01/D171200
F 01/01/1900
F 01/01/1900
F 11/26/2007
P 01/01/1900
2 01/01/1200

REQ
REQODCHN RIS
N323030eMDZ0018 AA
N332030eMDZ0018 AA
N3530306MDZ0018 AA
N3320306MDZ0018 A
N3230306MD20018 AA
N333030eMDZ0018 A
N3230306MDZ0098 AA
N33303CeMDZ0018 AA
N332030eMDZD018 AA
N3230306MDZ0018 A
N3220306MDZ0018 A
N35203CeMDZ0018 AA
N333030eMDZ0023 A
N3220306MDZ0031 AA
N332030eMDZ0020 AA
N3220306MDZ0018 AA

with a positive amount and a negative amount that net to zero may be ‘reconciled.’

This report shows the pairs of MPC reallocated transactions. The report will include only MPC
transactions that have been marked as reconciled. The report is sorted on Credit Card number,

then by the absolute value of the transaction amount so that the reconciled pairs show up together.

The total report should always net to zero.

An example of the report is provided below:

FA: NOOD1S
Credit Card: ****===38817

First Mame Last Nama
SONYAL GODETTE
SONYAL GODETTE

FASTDATA Web Site

Site: NI

Wandor
CORP EXPR 300-582-

FY: 2008 Filter:
Description: MPC Generated

CORP EXPR 500-582-
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Credit Card Reconciled Report

CC DCH

NDOO1 SO0 003

MOO01S030CAA 003

oooiE

DO0os:

‘=rand Toftal:

-523.00

S23.00

$ou0o

Dec 2012

Created
Date

0762005

DFME2005



Vendor

The Vendor Report provides information on the Site's Vendors as entered on the Credit Card
Maintenance Vendor tab or populated by an incoming MPC file. The report includes pertinent
information for each Vendor.

Vendor Report Example

VENDOR REPORT
FA: N3581A
SITE: 1A
Vendor: J.C. PENNEY CAGE: Start Data: Non-Profit: N Small Business: N
Address: S000 Davis Hwy DUNS: End Dats: Digadvantaged: N Woman Owned: N
Tax Payer 1D: Max award: inactive: N poc-
City- Pereacola Stata: FL ZIP Code: 32509 Timae Used: 2 E-Mail:
Phone: - EXT: Fax: - Wabaite:
Viendor: NOTEPAD IS A BASIC TEXT EDITOR CAGE: 9375¢ Start Date: 1171202007 Non-Profit: ¥ Small Business: Y
Address: 250 Raby Avenue Road Sveet BI DUNS: DUNSSS4E54654 End Dats: 11222007 Disadvantaged: v Woman Owned: v
Notepad 15 3 basic text eaitor Tax Payer ID: 01234557320 Max Award: §12.92 Ingctive: N POC: Lloby Day
CIty: Notepad is 3 basic t=xt eaitor Stata: DC ZIP Cods: 12345573¢ Times Used: 0 E-Mall: lIboy.day@dfas mil
Phong: §50-453-4141 EXT: 12531 Fax: 850-452-1230 Wabaite: www.defenseine mil
Vendor: TESTING CENTER CAGE: Start Data: Non-Profit: N Small Business: N
Address: S00 Anayzs Or. DUNS: End Dats: Disadvantaged: N Woman Owned: N
Tax Payer 1D: Max Award: Inactive: N POC:
Clty- Modiz State: AL ZIP Code: 873224 Timee Used: 0 E-Mail:
Phone: - EXT: Fax: -- Wabaite:
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FUNDS MANAGEMENT

RECONCILIATION PROCESS

BACKGROUND

To ensure the integrity of financial records in both systems, reconciliation between FASTDATA
(FD) and STARS-FL is desired. Because the two systems liquidate documents using different
methodologies; it is helpful for users to understand why some imbalances occur.

» FASTDATA uses actual cost calculation without liquidation. When a final
transaction is received, document cost reflects the total dollar amount of the
transaction type received. Until a transaction is marked final, costs are determined by
the largest total amount between commitments, obligations, receipts and expenditures.
+ STARS-FL liquidates documents as the document changes from commitment,

obligation, accounts payable and expenditure. Document cost reflects the total of all
buckets.

The Reconciliation process verifies that both systems are in sync not only with each other, but
also with regard to transactions from external interfaces such as Military Purchase Card (MPC),
Defense Travel System (DTS) and Standard Procurement System (SPS).

INITIATION

Reconciliation is initiated by activation of an automated job entitled “Perform Reconciliation.”
It is controlled by the FA and may be run for current and five prior fiscal years. Itis
recommended that the job be run after close of business.

Fund= Management...
Utilities. ..
Reports...

File Manager...

File Regiztration Dizplay

Automated Jobs

Automated Jobs Maintenance
Latest .
. . . Interval Scheduled Minute
Active Description Date/Time Type e ]
Executed
% || Perform reconciliation. — «e— i??if?m MIN % 0:00 .0
. 10/01/2010 ; : -
M % | Process MPC Transactions. 11:11:11 MM |»* 0:00 5.0
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The FA will initially run the automated process to pull down the baseline STARS-FL
document file into FASTDATA (FD). Once this has been accomplished, they will set the
process to run each day, extracting any new documents or document status changes. These
nightly files will appear in File Inventory.

As FASTDATA users work within the FD document processes, additions and updates will be
applied immediately. FD will automatically evaluate STARS-FL reconciliation data against
the FD updated data to clear Reconciliation differences.

Documents are Compared on.

ACRN JON

Expense Element OMB Object Class
Commitments Obligations

Receipts Disbursements (Expenditures)
REPORTS

Reconciliation. ..

Summary Reconciliation Site Report

Reconciliation Report

Recon AdjustiCverride Audit Report

Three reports are used to support the Reconciliation process: Summary Reconciliation Site
Report; Reconciliation Report and the Recon Adjust/Override Audit Report.

Summary Reconciliation Site Report

This report displays the results of reconciliation in a .pdf or comma separated value (.csv) format.
Only variances between FASTDATA and STARS-FL are reported. Report parameters
include FY, RC, OPTAR, Authorization, JON and DCN. The report is available to the FA and to
the Sites. At the FA, the final page contains the deltas from all of the Sites. At the Site, only the
requesting Site’s data is displayed.

Working from the Summary Reconciliation Site report, Site users will be able to make
changes and fixes to correct reconciliation issues. These changes can be viewed immediately
on the Liquidated Document Status Log (available on the Document Status Log reports sub-
menu) and will now also be viewable on the Reconciliation report run any time after the
transaction has processed during the day.
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Reconciliation Report

The Reconciliation Report displays the results of reconciliation in a comma separated value
(.csv) or Microsoft Excel format. Only variances between FASTDATA and STARS-FL are
reported. Each row contains FASTDATA and STARS-FL data used in the reconciliation process,
along with the resulting error message. Report parameters include FY, Site, RC, OPTAR,
Authorization, JON and DCN. The report is available to the FA and Sites. At the Site, only the
requesting Site’s data is displayed.

The Reconciliation report is available from the FA and Site Reports menu until the next
Reconciliation is performed.) Old reports are replaced.

Reconciliation Adjust/Override Audit Report

Actions performed in the Adjustment or Override processes will be documented on this report.
(On the criteria screen, be careful to note the Unreconciled/Reconciled/All selections. To see all
adjustment or override actions, select All. Those that you completed adjustments for will be on
the Reconciled report; any partial adjustments will appear on the Unreconciled report.)

Descriptions of the new Adjustment/Override processes are provided below.

ADJUST RECONCILIATION DOCUMENT

The System Administrator assigns access to this feature. It allows the user to adjust transactions
to clear differences identified in the Reconciliation process.

Adjustments may be made through this process to either FASTDATA or STARS-FL. A
FASTDATA adjustment will not affect FASTDATA actual cost. An adjustment to STARS-FL
will create an RT transaction type to correct STARS-FL. The user has the ability to indicate
whether or not the RT adjusting transaction should be sent.

Selecting Adjust Reconciliation Document results in a screen similar to the one below containing
un-reconciled documents from the Summary Reconciliation Report:

Funds Management...
Reconciliation Document...
Adjust Reconciliation Document
Owerride Reconciliation Document

Documents. ..

Receipt Process. ..
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Selecting Adjust Reconciliation Document results in a screen similar to the one below
containing un-reconciled documents from the Summary Reconciliation Report:

Results
PAGE: 1
Document ACRN JON EE COC RC OPTAF
NEDLIO01 0456500
Errer: FASTDATA obligation does not match STARS-FL. FASTDATA accountz payable/receipt does not match AL EDUDDMABI0O0 T 250 AB 07
STARS-FL. FASTDATA expenditure dees not match STARS-FL.
NEDUOO11MD33TTT
Errer: FASTDATA obligation does net match STARS-FL. FASTDATA accounts payable/receipt does not match A& EDUDDMABI0OD T 250 AB 0v
STARS-FL.
NEDLO01 1MPASDO3 . nea -
Error: JOW/EE/QOQC Mizmatch. A4 EDUDDIABZO0 Q@ 2= AR O
NEDUO011PTASDO2 - e ms S
Error: FASTDATA obligation does not match STARS-FL. FASTDATA cost dees not match STARS-FL. A# - EDUDDTABI00 240 4B O
NEDUO01 1RCASDMM I S
Error: JOMEE/OQC Mizmateh, Af o EDUODIABIOD O 252 AR O
NEDUO01 1RCASDMM LE2 257 A 7
Error; FASTDATA document not found in STARS-FL. #8  EDUDDTABZ00 Q282 AR 07
Selecting a document results in a screen displaying the error message and difference
between FASTDATA and STARS-FL.:
Adjust Reconciliation Document
Reconciliation Document
Systern Document ACRN JON EE OOC RC OPTAR
STARS-FL MNECUOO11FTASO0Z2 Ak ECUOO1AB300 ¥ 240 AB 07
FASTDATA NEDUOO11PTASO0Z AR EDUO01AB300 ¥ 240 AB 07
— ASTDATA obligation does not match STARS-FL. FASTDATA cost does not match STARS-FL.
s Commitment Chbligation Receipt Expend Liguidated Actual
¥ Amount Amount Amount Amount Cost Cost
STARS-FL 0.00 50.00 0.00 0.00 60.00 50.00
FASTDATA 0.00 30.00 0.00 0.00 80.00 30.00
Difference 0.00 S20.00 < — 0.00 0.00 -20.00 22000 < —

Projected RECON Adjustments
STARS-FL
FASTDATA

Difference

The lower half of the screen allows adjustments to either FD or STARS.

Reconciliation Adjustments

: Trans Trans Trans Trans Fartial - P
Adjustment Exp Type Date Oty [Amount Amend Code MNTE Transaction Description
Ingart FASTDATA
\ Yo AD 2010-10-01 40 2000 00 Click to view Description
| Verify || Save || Close |

In this example, we have selected Append STARS and entered a $20.00 obligation
(540T); enter a Reason of “Obl failed to transmit to STARS” and clicked Verify to
receive:
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Adjust Reconciliation Document

Reconciliation Document

System Document ACRN JCN EE OOC RC OPTAR
STARS-FL MEDUOO11PTASOOZ AR EDUO0O1AB300 ¥ 240 AB 07
ASTDATA MEDUOO11PTASOOZ AR EDUO0O1AB300 ¥ 240 AB 07

ASTDATA obligation does not match STARS-FL. FASTDATA cost does not match STARS-FL.

T Commitment Obligation Receipt Expend Liquidated Actual
v Amount Amount Amount Amount Cost Cost
STARS-FL 0.00 60.00 0.00 0.00 50.00 50.00
FASTDATA 0.00 §0.00 0.00 0.00 §0.00 §0.00
Difference 0.00 -20.00 0.00 0.00 -20.00 -20.00
STARS-FL 0.00 80.00 0.00 0.00 80.00 80.00
ASTDATA 0.00 20.00 0.00 0.00 20.00 80.00
Difference 0.00 0.00 0.00 0.00 0.00 L R
Reconciliation Adjustments
: Trans Trans Trans Trans Partial N e
Adjustment Exp s Date Oty i Amend Code NTE Transaction Description
ASTDATA
¥ AD 2010-10-01 40 80.00 00 Click to view Description
Insert FASTDATA
STARS Reconciliation Adjustment
m Adjust: | A0-T Adjust Obligation - 540 T V| oty Amount: 20.00
Reaszon: | Obl failed te tranzmit to STARS
Contract: DO/BRA: Contract ACRM:
| Werify || Save || Close

The screen shows a Projected adjustment that will eliminate the difference between the
two systems. After saving the adjustment, the DCN will no longer appear on the list.

In the second example, receive a screen displaying the error message and differences
between FD and STARS-FL.:

Adjust Reconciliation Document

Reconciliation Document

System Drocument ACRN JCN EE OOC RC OPFTAR
STARS-FL NEDUOOD11RCAS006 AR EDUOD1AB300 Q 252 AB 07
ASTDATA NEDUOOD11RCAS006 AR EDUOD1AB300 Q 252 AB 07
—t—] ASTDATA obligation does not match STARS-FL. FASTDATA accounts payable/receipt does not match STARS-FL.
System Commitment Cbligation Receipt Expend Liquidated Actual
Amount Amount Amount Amount Cost Cost
STARS-FL 0.00 0.00 95.00 0.00 95.00 95.00
FASTDATA 0.00 95.00 0.00 0.00 95.00 95.00
> Difference 0.00 -95.00 95.00 0.00 0.00 0.00

Projected RECON Adjustments

STARS-FL 0.00 0.00 §5.00 0.00 §5.00 §5.00
FASTDATA 0.00 0.00 55.00 0.00 55.00 55.00
Difference 0.00 0.00 0.00 0.00 0.00 0.00

FASTDATA Web Site 237 Dec 2012



Adjustmart

Trans Trens

o Type Date Amaoure

Tranz Trans Fartel
aty Amend Code NTE Transaction Descripticn
Click to v

Click to

aw Descnption

waw Descnption

iy Save Com

This time, we need to add a receipt into FD in order to match the receipt showing in
STARS-FL. Notice that there are “Insert FASTDATA” choices in the Adjustment column
both before and after the existing FASTDATA “CM” and “AO.” We selected the one
after the obligation (AO) and entered the receipt amount of $95.00 as shown below:

Reconciliation Adjustments

: Trans Trans Trans Trans
Adjustment Exp Type Date Qty Amaunt Amend
Insert FASTDATA

CW 2011-02-27 0 100.00 0o
Insart FASTDATA

AO 2011-08-28 1 §5.00 0o
Insart FASTDATA

FASTDATA Reconciliation Adjustment
m Adjust: | RP- Partial Receipt Public - S10 P
—
Rea=on: |Receipt not in FAS“DA‘;—-J

Partial
Code

NTE Transaction Description

Click to view Description

C  Click to view Description

¥| Amount:

85.00

Adjustment section:

Then we select the “Verify” button to ensure our entry would correct the problem. The
figure below indicates that there are no longer differences in the Projected RECON

S Commitment Obligation Receipt Expend Liquidated Actual
i Amount Amount Amount Amount Cost Cost
STARS-FL 0.00 0.00 5$5.00 0.00 95.00 5$5.00
FASTDATA 0.00 55.00 0.00 0.00 55.00 55.00
Difference 0.00 -95.00 55.00 0.00 0.00 0.00
Frojected RECON .i'\djustmentsl
STARS-FL 0.00 0.00 §5.00 0.00 55.00 §5.00
FASTDATA 0.00 0.00 §5.00 0.00 95.00 §5.00
Difference 0.00 0.00 0.00 0.00 0.00 0.00
Reconciliation Adjustments
. Trans Trans Trans Trans Partial . T
Adjustment Exp Toms Date Oty Amount Amend Code NTE Transaction Description
Insert FASTDATA
cM 2011-02-27 0 100.00 00 Click to view Description
Insart FASTDATA
AD 2011-08-25 1 0 0o Click to view Description
Ins=rt FASTDATS
FASTDATA Reconciliation Adjustment
m Adjust: | RP- Partial Receipt Public - 10 P | Amount 55.00
Reason: | Receipt not in FASTDATA
Insert FASTDAT,
Appand STARS
| Werify || Save || Cloze
Click Save.
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NOTE: Documents with both a JON/EE/OOC Mismatch error and Cost errors cannot
be fixed on the Adjustment screen. An error message as demonstrated below would be
shown:

Adust Recenaliston Socument
Raconciliation Documant
ACAN JON
A QUOC1AS Q 252 AB 07
S-FLYICN/EE/OCC Mismatchll FASTOATA cost does not match STARS-FU
Receipt Expend Uquidasec Actual
Amaunt Amoure Cozt Coat
( 0 26s
300.00 300
Reconciliation Adjustments .
| Trans Trans  Trans Trans Fanial - o
Adsustment ""Tvpo Sate Tt Amoont Amend — 0 NTE Transaction Descriptica
R10-15-81 0 0000 09 Click 19 wew Description
Raconcillation Adjustments
| Trans  Trans Trans. Trans Fartial
?M,unmm Exp e e oy Phiertsr S Arnend Code NTE  Transacbon Description
2010-18-01 - 30800 00 | Click to vew Descrption
FASTDATA Reconciliation Adjusunent
]1 Agust | CH. adwst Commement. S1ET ¥ Amoure -1.00
Reases (T2 malcs to STARS-FL
— @ FASTOATA adjustment not allowed for & JOWEEDOC Mismateh grror

The user must first correct the JON/EE/OOC Mismatch error. The next time the
Reconciliation report runs, just the cost portion will be reflected and may be corrected
on this screen. Or....Override the transaction (see next section of this handout) to
eliminate it from the list entirely; however, if the JON/EE/OOC difference is not
corrected, the next time there is action against the DCN/ACRN, the document would
show up again on the Reconciliation variance report.
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OVERRIDE RECONCILIATION DOCUMENT

FASTDATA provides a means of clearing the Reconciliation error message and
removing the document from the Summary Reconciliation report. The user must enter
his reason for the override and will see that reason displayed on the Transaction History
report in the Description column of the zero-dollar non-exportable (NE) transaction that
will be generated as a result of the override.

Reconciliation Document...

Adjust Reconciliation Document

Override Reconciliation Document

Selecting Override Reconciliation Document results in a screen similar to the one below
containing those documents with Reconciliation errors:

Select Document for Override

Filter
DCN: ACRMN: JON: EE:
0ocC: RC: OFTAR: SITE:
Sort Order: Oggcsnding Error Mezzags .
OCH C‘Dsscsnding b’
Results
PAGE: 1
Document ACRN JON EE 0OC RC OPTAR SITE
NEDUO01043B500
Error: FASTDATA obligation dees not match STARS-FL. FASTDATA accountz payable/receipt does A4 EDUDOMABIO0 T 280 AB 07 OFF00

not match STARS-FL. FASTDATA expenditure does not match STARS-FL.

NEDUOO11MPASOOS

k] =] ri
Error: JON/EE/OQC Mizmatch. A4 EDUODIABE00 O 252 A OFFOD

NEDUOOT1RCASIO

Error: JONEE/QOC Mismatch. A EDUDRIABTOD O 232 A 07 OFFOD

In this example, select a document and receive:
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Owverride Reconciliation Document
Reconciliation Document /
System Document ACREN JON EE DD?&C OPFTAR
STARS-FL MNEDUOO11MPAS003 AA ECUO01ABSZ00 @ 252 AB 07
FASTDATA MEDUOO11MPASOO3 AA ECUO01AB300 @ 253 AB 07
Svetem Commitment Obligation Receipt Expend Liquidated Actual
¥ Amount Amount Amount Amount Cost Cost
STARS-FL 0.00 0.00 0.00 100.00 100.00 100.00
FASTDATA 0.00 0.00 0.00 100.00 100.00 100.00
Difference 0.00 0.00 0.00 0.00 0.00 0.00
I Override I
Trans Trans Tranz Trans Fartial - -
Exp e Date Qty Amaunt Amend Code MTE Transaction Description
CH 2010-10-01 0 100.00 0o I Click to view Description
EV 2010-10-08 1 100.00 0o F Click to view Description
Reason for Override @ <
Save Cloze

The top section shows the difference in the OOC causing the error message of
JON/EE/OOC Mismatch and the Override section allows you to enter the Reason for
Override. The override will remain in effect until further action is taken against the
DCN/ACRN.

In this “pretend” scenario, we are under pressure to clear the Recon Report but are
uncomfortable making the decision to change the OOC. We could enter a Reason such
as: “Need to consult with FA” and click Save. This would clear the report and allow
us the time to confirm that the change is correct.

On the Transaction History Report there will be a non-exportable transaction on
this document.

Another example for overriding a document may be that that an issue is referred to the

Help Desk. Indicate in the Reason “awaiting proper corrective action”, in the
meantime, clear it from the Report.
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Possible Reconciliation Errors and Recommended Steps for Resolution

NOTE: Always be aware of and consider the effect of the dates in the two systems, as
some items that seem to be errors are simply a matter of timing of the flow of data.

Errors:
* FASTDATA document not found in STARS-FL (1)
* STARS-FL document not found in FASTDATA (2)
* STARS-FL JON not found in FASTDATA (3)
* FASTDATA JON does not match STARS-FL (4)
« FASTDATA EE does not match STARS-FL (5)
* FASTDATA OOC does not match STARS-FL (6)
»  FASTDATA commitment does not match STARS-FL (7)
 FASTDATA obligation does not match STARS-FL (8)
+ FASTDATA accounts payable/receipt does not match STARS-FL (9)
* FASTDATA expenditure does not match STARS-FL (10)
* FASTDATA cost does not match STARS-FL (11)

Questions to consider with each error message:
1. FASTDATA document not found in STARS-FL.

a.Have the transactions been sent from FASTDATA Site to the Fund Administrator?
Research the Transaction History Rpt. If the transactions do not show a Y in the EXP
(Export) field, they have not been sent from the Site to the FA for transmission to
STARS-FL.

b. Have the transactions been sent from the Fund Administrator to STARS-FL?
Research the Accounting Batch by Date Report. If the document is found, it will be
sent to STARS-FL in the next scheduled export.

c. Are transactions suspended at the Fund Administrator?
Research the Suspended Accounting Transactions. If the transaction is displayed,
unsuspend it so it will flow to STARS-FL.

d. Did the document batch fail to process in STARS-FL?
Search File Inventory to validate that the batch that contained the transactions was sent
to STARS-FL successfully. (Processed or Unprocessed). Seek out other documents
from this file that may not have been recorded.

e. Is the document in STARS-FL under FASTPATH "TEXV" exception?
If so, it has not processed to the document cost tables yet. This needs to be reviewed
and reprocessed for it to show in the STARS-FL FASTPATH "RDOC" showing the
document transaction history and affecting the cost of the document.
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2. STARS-FL document not found in FASTDATA.

a.

Did the document batch fail to process in FASTDATA?
Search File Manager/File Inventory. The markings of Processed or Unprocessed will
show if the files successfully processed.

Was the document manually input into STARS-FL?
Use FASTPATH "RDOC" in STARS-FL to view the document. If the initial transaction
has an analyst's USERID, the document was manually input. Have a Site user enter the
document, but then suspend it so that it will not flow to STARS-FL and create a double
obligation. At the FA, purge the transaction from the Suspended Acctg Transactions.

If the document has other than an AA ACRN, was it input in FASTDATA as ACRN
AA and possibly moved to another ACRN in STARS-FL?

If so, DCN/ACRN must be input at the Site. One method is to use the File Manager,
Maintain Susp Ext Trans, Standard B1/Correct External transactions path and use the
INSERT feature to enter the transaction with the DCN/ACRN as shown in STARS-FL.
Is the Job Order Number in FASTDATA?

If not, add the JON and release it to the Site. Have the Site user then enter the document
and suspend it so that it doesn't flow to STARS-FL. At the FA, purge the transaction
from the Suspended Accounting Transactions. Verify that the document is not in an
error file that did not process into the Site due to the JON not being available in
FASTDATA. If so, reprocess the file to load the document into the Site.

Is it a travel or MPC document?
Travel and MPC documents that fail FD validation are suspended at the Site. Access the
File Manager/Maintain Susp Ext Trans and select the appropriate file type to correct the
suspended transaction. Review the reason for suspension, correct the issue, and
Reprocess the transactions to clear them from the suspense file. These suspended
transactions will affect your RECON between STARS-FL and FD for those documents.

Is it a travel or MPC document that posted to STARS-FL in less than four business days
prior to the date of the Reconciliation report?
There may be a time lag of approximately three to four business days for travel and
MPC documents to post into FASTDATA. It is recommended that you wait four
business days before any manual input. View the transaction date in STARS-FL to
determine if it falls within this time lag and may be causing the RECON problem.

Is the document the result of a cost transfer?
JON level cost transfers (not recommended because of difficulty to trace) performed in
STARS-FI do not flow to FASTDATA. If done, they will cause mismatches on the
RECON with different JONSs in both systems and other possible errors.
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3. STARS-FL JON not found in FASTDATA.

a. Is the Job Order Number in FASTDATA?
If not, add the Job Order and release it to the Site. Have a Site user enter the document
and then go to Transaction Suspension. At the FA, purge the transaction from the
Suspended Accounting Transactions.

If the Job Order Number is in FASTDATA, verify all elements with STARS-FL for a
mismatch and correct the Job Order in the appropriate system. Release the JON to the
Site. Have a Site user enter the document, and then go to Transaction Suspension.
Purge the transaction from Suspend Accounting Transactions.

4. FASTDATA JON does not match STARS-FL.

a. Is the JON listed on the Action Item Listing under Unacknowledged Job Order
Numbers? Identify the error message and correct as necessary.

5. FASTDATA EE does not match STARS-FL.

a. Isthe EE in STARS-FL correct?
On the FASTDATA Correction after Export Screen at the Site, use the dropdown
arrow to select the correct expense element to match STARS-FL. Remove the
check mark at the bottom of the page so the change will not flow to STARS-FL
since you are making the element match STARS-FL.

b. Is the EE in FASTDATA correct?
Update the EE in STARS-FL to reflect the correct value (FASTPATH: TAR).

6. FASTDATA OOC does not match STARS-FL.

a. Is the OMB Object Class in STARS-FL correct?
At the Site, go to documents/Update Document. When the correction after export
screen appears, update the OMB Object Class on the ACRN. Remove the check
mark at the bottom of the page so the change will not flow to STARS-FL since you
are making it match STARS-FL.

b. Is the OMB Object Class in FASTDATA correct?
Update the OOC in STARS-FL to reflect the correct value (FASTPATH: TAR).

7. FASTDATA commitment does not match STARS-FL.

a. Are all commitments listed in both FASTDATA and STARS-FL?
Compare the Transaction History Report in FASTDATA with FASTPATH: RDOC
in STARS-FL. An example may be that the SPS file obligated the document in
STARS-FL and the commitment remains in FASTDATA. To correct this situation
have the Site user select Document/Contract Process -New and enter the Contract
number to move the commitment to obligation.

Since the obligation is already posted in STARS, also have them go to Trans Suspension

to annotate the transaction that is already posted in STARS-FL. Upon saving, it will

flow to the FA and Suspend. The FA will purge so it does not flow to STARS-FL.
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The same situation can exist with a NC2275 "WR" document where the RECON reflects
the STARS-FL obligation that matches the FASTDATA Commitment. If this occurs,
have the Site user go to Documents/Accept document and accept the work request to
move the CM to AO. Then go to Transaction Suspension and suspend the transaction
from flowing to STARS-FL since it is already there.

b. Is there a missing commitment in FASTDATA?
At the Site, update the document and use the correction after export screen to mark it
to NOT export to STARS-FL, or create an amendment to record the transaction in
FASTDATA. Go to Trans Suspension and include the suspension reason with check
mark and SAVE. At the FA, purge from the Suspended Accounting Transactions.

c. Is there a missing commitment in STARS-FL?
Go to FASTPATH: TEXV to see if the 915 transaction is in the transaction exceptions.
If so, process the transaction. Also verify that there is not a missing batch from
FASTDATA to STARS-FL. If nothing is found, enter a new commitment in STARS-FL.

d. Is only the commitment amount mismatched?
For FASTDATA, have the Site user perform either a correction after export or an
amendment to adjust the commitment amount if necessary. Then, have him go to
Transaction Suspension to suspend. At the FA, purge the transaction from the
Suspended Accounting Transactions. For STARS-FL, manually enter a new
commitment to adjust the commitment amount. If STARS-FL has an SPS commitment
plus a FASTDATA commitment, manually adjust the commitment in STARS-FL to
clear the duplication.

8. FASTDATA obligation does not match STARS-FL.

a. Has a final receipt or expenditure been posted in FASTDATA?
If not, at the Site, either accept the document or enter the contract to record the
obligation in FASTDATA. Go to Transaction Suspension and annotate the reason to
suspend; at the FA, purge the transaction. If your correction is made on the UPDATE
Documents Correction after Export screen, you can take the check mark off the
export to STARS-FL feature so it will not flow to STAR-FL.

b. Does STARS-FL have an SPS obligation plus a FASTDATA obligation recorded?
If so, manually adjust the STARS-FL obligation so that the two systems match.

9. FASTDATA accounts payable/receipt does not match STARS-FL.

a. Has a final expenditure been posted in FASTDATA?

If not, at the Site, enter the receipt to record the transaction in FASTDATA and then, go
to Utilities/Suspend transaction to request that the transaction not flow to STARS-FL. At
the FA, purge the transaction from the Suspended Accounting Transactions.

MPC CREDIT CARD documents will no longer flow into FASTDATA as a 540 obligation
(AO) record and into STARS-FL as a 510 Accounts payable. If the dollar amounts match
but they are in two different categories on the recon report, then this situation will
correct itself once the 610 expenditures post in both systems. This should only affect
the MPC documents prior to converting to FASTDATA Web.

Receipts posted in FASTDATA after the expenditure posts will cause an out of
balance on the RECON report.
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b.

Is the Cost in FASTDATA and STARS-FL the same showing the difference as zero; but
the FASTDATA obligation amount is equal to the STARS-FL Accounts
Payable/Receipt amount?

When STARS One Pay processes an invoice, it generates a 510 Accounts

Payable/Receipt in STARS and clears the obligation. This will remain in this condition

until the 610 expenditure posts in STARS-FL and the EV posts in FASTDATA. Then

the RECON will clear this transaction.

10. FASTDATA expenditure does not match STARS-FL.

11.

a.

Is the expenditure suspended at the Fund Administrator?

Review the Suspended Expenditure Report to see if the transaction is suspended in the
FA. If so, reprocess the suspended transaction, and it will flow to the Site to clear the
RECON. Review the active expenditure suspension rules that may be preventing
expenditures from being posted at the respective Site(s).

. Is the expenditure suspended at the Site?

At the Site, access Utilities/Correct Expenditure to correct the expenditure. Or, return
the expenditure to the FA to be assigned a correct JON.

Is the 610 that posted in STARS-FL older than a couple days?

Review the FASTPATH: RDOC in STARS-FL to see what the posting date of the 610 is.
If less than a couple days, it could be a timing issue in the expenditure flow from
STARS-FL to FASTDATA. Ifitis an older transaction and not in the FA or Site
suspended expenditures, input a manual Expenditure to match with the 610 in STARS.

FASTDATA cost does not match STARS-FL.

a

Have the transactions been sent from FASTDATA Site to the Fund Administrator?
Research the Transaction History Report. If the transactions do not include a batch
number, the transactions have not been sent from FASTDATA Site to the Fund
Administrator for transmission to STARS-FL.

Are the transactions suspended at the Fund Administrator?

Research the Suspended Accounting Transactions to see if there is a rule set up to
suspend the transactions. If they need to go to STARS-FL to put the document in sync,
take the suspension off and allow it to flow in the next batch.

Did the document batch fail to process in STARS-FL?

Search the File Manager/File Inventory to verify the transactions show as processed. In
STARS-FL, seek out other documents from this file that may not have been recorded.
Check STARS-FL in the FASTPATH.TEXV exception report to see if the transaction
is suspended there. If so, correct and reprocess so it will reflect in FASTPATH: RDOC
and affect the document cost tables.

. Does the Expenditure and Cost in STARS-FL match, and the Expenditure in

FASTDATA match STARS-FL also?

If the STARS-FL final expenditure and final cost both match the expenditure,
review the Transaction History Rpt to see if the COST showing at the document
status matches the STARS-FL cost. If the liquidation in FD shows it is different
than the Transaction History Rpt and the Document Status Summary, do a $1.00
FINAL expenditure and a $-1.00 FINAL expenditure to put the two back into sync.
Then go to the REPORTS/Liquidated Document Report and pull up the document
number. If the STARS-FL projected Cost now shows a match to the FASTDATA
Cost, then the document will clear off the next RECON report. This type of error
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occurs most frequently with Travel Orders (TO) and Credit Card (CC) documents.

Note: As a general rule what STARS-FL pays/expends is correct. The
exceptions are rare and are usually very noticeable.

Research Tools

1. In FASTDATA the research tools to reconcile the documents include:

e Transaction History Report
e Document Status Summary
e Liquidated Document Status Log

2. In STARS-FL the research tools would include:

e FASTPATH TEXV (exception report)
e FASTPATH RDOC, document cost log in STARS-FL
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SITE REPORTS

Each of the reports available at the Site will provide information or status to use in review of
document costs. Some will provide different selection such as summary or detail; by DCN, JON,
OPTAR code, EE, etc. Before looking at each individual report, please review the Run Report
Options, Report Criteria Screens and Wild Card Options on Criteria Screens sections below.

RUN REPORT OPTIONS

The majority of these reports offer the following Run Report options to the user upon entering
the desired report criteria:

e Run Report — Applies the selected criteria and produces a PDF report on screen.

e Run CSV Report — Runs the report criteria as a text file that may be exported in an Excel
spreadsheet.

e Run Excel Report — Runs the report criteria directly into Excel.

Run Report Run CSVY Report ‘ Run Excel Report

Close
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REPORT CRITERIA SCREENS

Transaction History

FA:- [EDUCDO
Site: |OFFO0
FY- |2009

AllRC .
AA ¥ Select All RCs, a single

RC: |AB D a— RC or multiple RCs.

guU
™

AllOPTARs -~ Select All OPTARs, a
01 single OPTAR or multiple

OPTAR: |03 D — OPTARs.
07
08 v

All ACRN=

ACEN: | A4
AB

All Document Numberz A
NEDUOOOSCCMMMNT

DCM: | NEDUDDOSCCMMMPA
MEDUOOOSCCMMMAL
MEDUOOOSCCMMMTY % |  DCN Filter:

AllDoc Typez -
CMILIAN LABOR

Document Type: | CREDIT CARD
001348 - MILSTRIP Requizition
DD1348-6 - MILSTRIP Requisition Long Form W

From Date: *|
To Date: ‘l

Run Report || Run CSVW Report || Run Excel Report || Filter || Cloze |

Upon making a choice from the Reports menu, the user will receive a

criteria screen that will allow him to “customize” the requested report information.

For instance, notice above that the report may contain information for All RCs and OPTARs or
that the user may choose specific ones, depending on his needs.

In the DCN area, in addition to the options named above, the user may also make an entry in the
DCN Filter box and type in part or all of the DCN that is desired. If this option is chosen, the
user would then select the Filter button at the bottom of the screen to initiate the search. After
retrieving the desired information in the DCN area, you must highlight the filtered data before
selecting one of the Run Report options. The use of wildcards in discussed on the next page.
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WILD CARD OPTIONS ON CRITERIA SCREENS

Document Status Log by Auth
FA: [EDUCOD
Site: |OFF00
FY: |2003
AllRCz
Al
RC:|AB
BU
TH
[ Al OPTAR: (A
01
OPTAR: |03
o7
08 W
All JON= -
52045911100
JOM: | 88045822200
GE00450311A

63094903118

1M Filter:

HMEDUQOOSCCMMMNT
DCM: | NEDUODOSCCHMMMPY
HMEDUOOOSCCMMMRY
HMEDUOO0SCCMMNT

Direct/Reimbursable: | Direct -

From Date: "
To Date: "’|

All Docurnent Mumbers | A

DCN Filter: |MEDUOOOSCC*

| Run Report || Fun CS% Report ||

Run Excel Report || Fitter || Cloze |

The JON and DCN Filters are optional parameters allowing refinement of the JON and DCN
searches. The process is the same for both filter options. A wild card indicator (*) may be used
at the beginning or end of your entry. For example, entering NEDUOOQO9CC™ in the DCN Filter
text box, and then selecting the Filter button will refresh the DCN list with only those DCNs
meeting that criteria. The user must then be sure to highlight the filtered data that appears in the
DCN section BEFORE selecting one of the Run Report options.
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STATUS OF FUNDS

Reports...

Status of Funds... -

Status of Funds Detail

Status of Funds Wiinitz Detail

Status of Funds Summary

Status of Funds Winitz Summary

There are several selections available under the Status of Funds from which to select: Status of
Funds Detail, Status of Funds with Initiation Detail, Status of Funds Summary, and Status of
Funds with Initiation Summary.

If selected with detail, the reports provide authorization and obligation totals and remaining
available balance for each individual authorization within the OPTAR.

If selected by summary, the totals are by OPTARS and will summarize the remaining available
balances.

Detail - the criteria box opens for user to filter by RC, OPTAR, Direct/Reimbursable or to
select all RUN REPORT.

Status of Funds Detail

FA: [o7a408
Site: Iﬁi
Fy:[200
Qtr: |4

AllRCs &~
AN
RC: | av
LJ
MP il

AlOPTARE A
ANDT
OPTAR: | ANO2
AN
cC h

Direct/Reimbursable: | Direct w

| Run Report || Run CSV Report || Run Excel Report || C|D3E|

Each OPTAR balances will display on a new page. When the last page is selected it will show
the last OPTAR and have the grand totals for all.
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STATUS OF FUNDS REPORT - DIRECT

FACNSS8A Foorth Ossartur of FY: 2000
Site: 05

RC: DA Transter RC Fundw Y

OPFTAR: @4

T
Forebog Uwttettoy Deoeeytionr  Ardy  Actk Labar Codog Feeend
L= 0 OOLOmA0C 8 e 4 " N N
FISCAL YEAR J000 OFTAR COCE s CTMIR
Lagon
TOTAL

FORCAL YEAR 200w RO COLE 1A anes
LARON
oM

Repoet Toaxis:

Detail with Initiation

Desenptioesr: NROTCU UNIV OF COLORADG

Pownss Pavmmiy Cawee
Figaw Avwtvry cod
gD 2T
pars wime

bale ) x

WL L Jbal ]
wImE Binsm

L3 ==

L Ll 4 oL

1080 1 % L Sl

Ziavedune P wnnd 1y a

Cam Arrert e Odavim
Pae ke WA Wi NN
VI M L ®x niminm

wx | 9.4 xX u
DA Em mx I ms 2
nanwys nx L ] LRI

Kx wE nw KT
AN | v Y W S AR b h B
DA e wne | 30 SRR AN

The Status of Funds Detail with Initiations Report will not have a separate column for
Initiation documents created. It will only show a difference in the cumulative cost
field from the status of funds without initiations and the report run with initiations.
The difference should be reflected on the Initiation report also.

Summary

STATUS OF FUNDS WITH INITIATIONS REPORT - DIRECT

PR PA S NCSIIVE AMNE FY & 208 ASD CUANTER © 1 AND DRECTREARUAIASLS o T AND 202 K 1N AND RO N T

FAINNOIS Third Quarter of FY: 2008
Sits: NI
RC: QY
OFTAR. W Description 10
Parveng Comuatve
Funaing Lmitaton Deecrption Syt Labyr Caleg Fenced Ngus auhoraed Cont
T NS AY CONTRAON 1 ) 0y e " N Y wi 0 sren
D PAY DONTERCELG 14 SHar L ~ Y e e 0w
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L TRIENE WOAAAY R N n R 3 ~d. mee
FISCAL YEAN 2908 OPTAN COCE 10 arhex W e o ftLasn
LASOR gu 08w 201
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STATUS OF FUNDS REPCAT - DIRECT
T N« AONEA B T « TR A0 QTR oA O DATTTTTRELNTARS = T 0 Dee Y O
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Sow. 02
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The summary of the balances available by OPTAR shows and the last page of the report has the

REPORT TOTAL for each column.

Summary with Initiation

The Status of Funds Summary with Initiations Report will not have a separate column
for initiation documents created. It will only show a difference in the cumulative cost
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field from the Status of Funds without Initiations and the report run with initiations.
The difference should be reflected on the Initiation report also.

TRANSACTION HISTORY

Reports...

Status of Funds...

Tranzaction History -

The Transaction History report provides the complete history of all transactions for each specific
DCN/ACRN. This report is a key tool in viewing and reconciling documents with STARS-FL
for RECON purposes and is very much like the FASTPATH: RDOC report that can be obtained
with all the transactions and cost of the document in STARS-FL.

If RUN Report is selected, the PDF view will appear, providing a history of transactions
successfully saved as either a Source or Memo document.

Transaction History Report

FRac AND 3T IN 0CY)
FA: 574404 Site- CY RC: AN OPTAR: ANO1 FY: 2010

DCN: N6529910WRCY735

Crtrst  DO¥ = D Oof Rens Doz Typs Last Cuy Oocumwnt
ACRN Gontact 1D ACAN Call Jok Oeder T Class Toywer R Arese  Cd Stens Cast
AA SEQUUDANNAY a 2 NC22TS o0 Accected $000
_ Twns  Teans Tis=a Trans Partial o
£32 Type Dute Qty Amoust Amend Code NTE  Tramsacticn Descrigtion
CM  Staon ass U $1000 WO Creatod By Datatess Usee [D=BFPES2534
AD O x 58 ( 1000 @ Creatnd By Datatess User 1D=BFPE 450534
EV ¢ S50 W y Cisatnd Sy Dutaboss User IDBFPESSSIA
EV 0ah1020m0 1325 % 0 $500 00 ' Cieatnd By Dutubess User ID=BFPESSISIA
DCN: N6529910WRCY739
Crtrct DOV o oo R Doz Typs Last Cay Cocument
AcRs Comtac: 1D ACAN  Call Job Orzer Ta  Class Toywer Dam Amesd  Cd Stetiz Cost
AA SECUODANNAY a %2 NC2ITS o« Conptets oo
= Teans  Trams Times Trans Partial = .
ZIF Yype  Owe Oty Amoust Amand code NTE Transaction Dwscriptios

CM  Enane M. 0 S0 I Crantnd By Detatune Uner (DBFPE 50544

The Header of this report will show the FA, Site, RC, OPTAR, FY, DCN, ACRN, CONTRACT,
CONTRACT ACRN, DO/Call, JON, EE, OBJ Class, Traveler name if applicable, Return Date if
applicable, DOC Type, Last Amend #, Country Code, Document STATUS, and COST. The
COST field is the amount that has affected your OPTAR for this document.

Column definitions are as follows:

Exp- AY or N indicates whether the transaction has already exported to the FA or is still at the
Site level.

Trans Type — The FASTDATA Transaction Type code will appear in this column: CM;
AO/AD/AR; RP/RG; or EV (These equate to the STARS-FL transaction codes of 915, 540, 510,
610.)

Trans Date - Reflects the manual entry date or the imported date from an external system.

FASTDATA Web Site 254 Dec 2012



Transaction History Report
Flac ANDITT INCY)

FA: 974404 Site- CY RC: AN OPTAR: ANO1 FY: 2010

DCN: NB529910WRCY735

Ot DOV T Obf Cay  Oocumnt
MRS Gontact 1D AN Call Jot Trzer T Class Traywer cd  Gtems Cost
aa SEUODANNAT a = Accected $3000
Timea Trans Partial
Qty Amoust Amend Code NIE

0 s1000 WO

0 $1000 0@

0 S500 O c

0 $500 ’ Cisatnd Sy Dutabess User ID=BFPELSSIA
DCN: N6529910WRCY739

Ontzt  DOY T Obf Rt Doz Typs Last  Cuy Oocument

Aons Comtact 1D ACAN  Call Jox Crzer T Class  Trwywer Tase Amene  Cd Stems Cost
AA SEXUO0ANNAY s b NC22TS 0 Conplets o

= e e Trana Partial
5P Type Duwte aty Amoust Amend o4 NTE  Tramsaction Descrigtion

o Enanc aM e 0 20 Crestnd By Datatune Uner (DBFPEQSOSHA

Trans Qty - Reflect a quantity if one was imported or entered.
Trans Amount — The transaction amount of each history line.
Amend - Amendment number, where applicable.
Partial Code -
| - Initial entry of a document/memo (STARS-FL "N")
» T/Space - An adjustment entry to a dollar value (STARS-FL "T")
* P - Apartial 510 or 610
* F-Afinal 510 (Q) or 610 (C)
* L - A partial liquidation of a commitment
* R — Areplacement of a JON, EE, OMB OBJ CLASS, Travelers Name, Estimated
Return Date or Country Code. Generates RT - An "R" type transaction for STARS-FL.
* U - A change to a Contract Number, Contract ACRN or Call. Generates UT - A "U"
type transaction for STARS-FL.
* C —Cancellation

NTE - Not to exceed code if it is part of the entry

Transaction Description - Provides the history of the transactions in the life cycle of the
document and includes the user id affecting the document. The file name and date will appear if
it is coming in from an external system.
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DOCUMENT STATUS LOG

Reports...

Status of Funds...
Tranzaction History
Document Status Log...
By Auth

By JON

By DCM

By Local Code

By OMB Clazs

By Expen=se Element

Dizburzed Variance

This report can be requested by Authorization, JON, DCN, Local Code, OMB Class, Expense
Element, Liquidated Document Status, Disbursed Variance. It provides status of each
DCN/ACRN at the Site and detailed totals at selected levels. The ACTUAL COSTS on the
Document Status Log and the CUMULATIVE COST on the Status of Funds report should
balance. If not, use Utilities/Recalculate obligations to put them back into balance.

|
. R |
FASTDATA DOCUMENT STATUSLOG BY DCN |
|
Fomw FAMISOA FY 3000 st Aeed « D ARD STE M r2
i 1
S0 CETAR B NEOTOU N OF OOLOSRD0
v Fod rpw A A
Vwmery A Tndee £ 0 @y O Oy Bp oy Geeeem B Vv v [~ Cont Dnczmers
arme Nater ndeed  Meced o Arcest T D TaZae Oorempn
& SRR ES ' b3 o8 W & s ) TS
<. L N e L} )] - L s
M X0 ‘ T nes ' FTRO80 Toweng b
(] el X ' L U a8 ' Ny ‘
A B0 0 3 20 wa x DD ravgsrws
“ 104 A [} 0 L L0 Al
[ 16, oo ¢ D03 | X B b | " nrQ W
- 1430 g ‘ 00 W A - B0
} T e 4 .00 L v € N0 MC o
S ™ 14 nn =n v X nan Suh Ly
* ! L Alo) wh L A 2% MO
5 ( nw AL n e AT NS
N ( QX X 00 WY
> ¢ aum IR o oo JITAR NPT
A L J oo e b ey L TS WOy
N & “ ( non w0 0y 0 1A [
4 - [ A0 »aan [SF, 0N HOR D WX
o ' V[ " ) W A NSO TN
m— e m - 4 - v = ~ - - - - - - - o= = am-

The Document Status Log Report provides a status of each transaction entered, a description of
the transaction, and detailed totals at selected levels.

Note: Reports run in CSV or Delimited" format may experience errors if returning
extraordinarily large number of records (greater than 5000 rows). This problem can be
prevented by filtering the data using the selection parameters. If errors are experienced, it is
strongly recommended the data be narrowed down by using filter criteria.

The report shown above is in the PDF format obtained by selecting RUN REPORT.
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The ACTUAL COST to DATE field is the amount of funds for the document that have
affected your OPTAR. If this total is not correct for the document then research and take
corrective actions as needed.

Important to note when working this report that if the Amount Disbursed to DATE and the
Actual Cost to DATE are not the same, and you know that the final expenditure posted to the
document, then review document in STARS-FL. If there is a residual obligation remaining in
STARS-FL and in FASTDATA and the FINAL expenditure has posted you can clear this up by
doing Documents/UPDATE Document and putting a "F" final code in the expenditure field.

This will create a de-obligation transaction that will flow to STARS-FL and update FASTDATA.
This also will assist in cleaning up obligation for the Tri-Annual Review requirements and add
funds back into your OPTAR for using during the current Fiscal year.

Keep in mind that FASTDATA does not liquidate the same as STARS-FL. In STARS-FL, if
you obligate (540) a document that has a commitment (915), it will liquidate the commitment
and move to obligation. In FASTDATA, if you have contract a document you will see the funds
in the Commitment Amount field and in the Obligation Amount field. You should only see the
amount once in the ACTUAL COST TO DATE field.

The Liquidated Document Status Log (LDSL) will exclude negative expenditures when
calculating Obligation amounts.
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LIQUIDATED DOCUMENT STATUS

Reports...

Status of Funds...

Tranzaction History

Document Status Log...

Liguidated Document Status Log

The Liquidated Document Status Log (LDSL) is a status report of FASTDATA documents that
is used to identify possible variances between FASTDATA and the core accounting system,
STARS-FL. The report calculates for each Document ACRN (DCN/ACRN) the liquidated
balances in commitment, obligation, receipts and disbursements, and the liquidated document

cost.

It computes the actual cost for the DCN/ACRN also found on the Document Status Log (DSL).
Research is possible by comparing the liquidated document cost to actual cost, and the liquidated

balances to balances found on the STARS-FL document.

A sample report is shown below:

FASTOATA LIOWDATED DOCUNENT STATUS LOG BY (N

Fler. FA NOS0A, Y 2000, Dovectliumes « [ AND DOM IN (N353 3009 MED000)

Telob seocomen DovogM

- e Avesn breawt (8 st At FAASDATA
Cvem—rre 1 Ovelet £ :tapl Coromtram Pt . Recme ¢ Onbaned o Spat Pmpaceo AcxalCaw
Nasthw AlRs e 4 L1 Amaant Amaset ta e 1o Rete Cant
RSN
WIRCTC OTYEN
e e n o 9L ’ L R n ' "
v W t ' [ ! " m ™o "
orY ' 3] C T T 1e 1
- ) L] 1 :
Q,.'. ! Tord Wm Mre um ran i te fram

This report is available at the FA and Site.
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RECONCILIATION

The Reconciliation section of this Guide provides coverage of the Reconciliation reports.

Status of Funds...
Tran=action History

Document Status Log...

Liguidated Document Status Log

Reconciliation... -

Summary Reconciliation Report

Reconciliation Report

Recon AdjustOverride Audit Report
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FINANCIAL FRAMEWORK

STATUS OF FUNDS WITH INITIATIONS REPORT . IRECT

PR PA NI I OLE FY o 153 L AT I L «c JANCDOMEETNEANANRAS D o TR MR TN NE R ™22
FA: NODUYS Third Quarter of F Y 2008
Site: NI
2

Araa P Derrend Curmaine L ] Cresriered
oPTan m AstronrIeo Crat 2moust Aot
? o g 1) u wm Rno
- x 8500 020 0 200
< @ $0.20 w o0 na
or cooe %00 w ©= 00 sT0
o= CONMARD SEZSRUE 0.0 0 2 m 07
59 FIVE TAX 00 0 ¢ 200 sEm
[ PSAL rEceays 2o we 80 o
a [ 300 %20 wom o
L RO (A 1] 0 B0 MO
FISCAL YEAR 208 RC CODECY 0w wM KOs e 40 0w "o

900 0w 2000 H 800 "o £20.504 500

Mapon Totue

Reportz...
Status of Funds...
Tran=saction History

Document Status Log...

Liguidated Document Status Log

Reconciliation...

Financial Framework -

This is similar to the Site Status Report at the FA. This prints what can be viewed online with
the Utility, Site Status Display.

The Financial Framework Report provides information on your sites status of funds. The report
shows your sites OPTARS, the authorizations for each OPTAR, the JONs for each authorization,
and all serial ranges for your site. The report also includes quarterly authorized amounts, and
cumulative costs.

The Report Criteria page opens automatically when you select Financial Framework from the
Reports menu on the Site User main page. Use this page to enter criteria that will limit the data
contained in the selected report. Enter the desired criteria and select Run Report. The following
screen elements make up the Report Criteria page.
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JOB ORDER COST

Reports...
Status of Funds...
Tranzaction History

Document Status Log...

Liguidated Document Status Log

Reconciliation...

Financial Framework

Job Order Cost -

Job Order Cost by Expense Element

FA: 974404
Site: |Cv
FY: |2010

All JONs P

65299033770

JOM: | 85299098359 JOM Filter:
B52990ANNA1

B52900ASHAY ¥

All Expense Elements FY
1 - Readiness Labor

Expense Element Code: | 2 - Aviation Depot Level Repairables (ADVLR)

4 - Pharmaceutical Supplies

& - Travel of Personnel Incident to PCS bl

| Run Report || Run CS5V Report || Run Excel Report || Filter || Close |

The Job Order Cost by Expense Element Report provides information on JON costs by Expense
Element. Select the criteria desired for report or to get all Select RUN REPORT.

JUS ORGER COST BY EXPENSE ELEMENT (S1TE)
Filter: FA NOSBOA, FY 2006

Sas 09

Ceperne onn
200 Ovdur Dvacrptica Elemem Object Chans Actual Coet
300 - 2 o
- - 0 437
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ACCOUNTING TRANSACTION BATCH

Reports...

Status of Funds...
Tranzaction History

cument Status Log...

ment Status Log

Job Order Cost

yunting Tran=action Bat

By Batch Date/Time

By Batch DCN

The Accounting Transaction Batch Report provides a summary of exported and/or ready-for-
export (current) transactions by selected Batch Date/Time or by DCN. Samples are provided

below:

FA: N3350A AND Site: 03 AND FY: 2009 AND Transfer Indicator ="

FY: 2009

FA: N35G0A Site: 05
Date/Time Batch Exported To FA: 07/2002009 03:19: PM
RC: 3A OPTAR: 05

TXN Document C

Cd  MNumber ACRN Amend

AD  NE321408TGSFOD4
AQ  NB321408TGSFODS
AD NG3214008TGSFODE
AD NG221408TGSFO0E
AD  NB321408TGSFO10
AD NB221408TGSFD11
AD  NB321408TGSFD12
AD  NG321408TGSFD13
Subtetal for CPTAR: 05

Subtotal for Batch 07/20/2009 03:19: PM

3333433

Description

TEST SF182
TEST SF182
TEST £08-3
TEST x32-101
TEST X32-101
TEST ¥32-104
TEST X32-104
TEST X33-104

Date/Time Batch Exported To FA: 07/20/2009 03:43: PM

FASTDATA Web Site

Subttols for DON. NSSIMIOMDCLID

FA: 874408 Site: CY
DON:N2£2980117C830 Foron: DD1s4s
Cgon ™

DawTire cd  MOAN Amerd  RC
TATICOI0DISA0I P CN AA o©° W
TATICOIC ICOMSIPM AD  AA © W
2t OOZOOT4PY  AD  AA W
TADTOOI0 CEMCIPN  AD AR o W
Subtotal for DON: NES2M0T1TCEN

DON: NEE288 10MDCLTO00 Form:
Tgpon ™

DaeaTira Cd ACAN Amend RC
CIOMCOI0 1Z082GPW AD  AA 000D NP
CE702010 114305AM AD  AA 00000 WP
Suttotsd for DON: NSSXMIOMDCLIO

DON: N2SE289 10MDCLT O Form:
Tport O

D Thme Cd  ACAN Ameed RC
CAZOODI0 11IG4IAN AD  AA 00000 WP
CAZOCOI0 112224AM AD A0 ODO00 WP
SACOT010O11ACIPM AD AR 00Ot WP

cr
cr
cr
cr

Create

02

A0

onx

Form

SF182
SF182
SF182
SFi1g2
SF182
SFi1g2
SF182
SF182

Descrpdon
BAT 32001
BAT 22081
BAT 201

262

Job Order

63214805100

63214005100
63214805100

DRoRppoLDRE MM

Job Orser
2EDGG0C YTON

LE0S00C YTO !
LED200CYTO!

Job Crder
EEDA00C VTS
FEDO00C YT

Job Cvder
BEDEROC YO0

LEDS00C YTOt

ACCOUNTING TRANSACTION BATCH REPORT -BY DCN
FA: OTAA04 AND Sitm: CY AND FY: 2040 AND RO N [W) AND Tramater Indicator = Y
FY: 2010

BEuy B

g8 8

P 0o an
guu 8

ACCOUNTING TRANSACTION BATCH REPORT - BY BATCH DATE

DLV
ORD

oL
oRd

oLV
omd

Quantity

CDooODoDoD o

$15.000.00
$44,249.00
$44,249.00

2 sm
= $23C
$0.00
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ACCOUNTING TRANSACTION BATCH

atus of Funds...

Tran=action History

cument Status Log...
Liquidated D
iation...
Financial Frame
Job Order Cost
ounting Tran=zaction Ba
By Batch DateTime

By Batch DCN

The Accounting Transaction Batch Report provides a summary of exported and/or ready-for-
export (current) transactions by selected Batch Date/Time or by DCN. Samples are provided
below:

ACCOUNTING TRANSACTION BATCH REPORT - BY BATCH DATE

FA: N3350A AND Site: 03 AND FY: 2009 AND Transfer Indicator ="

FA: N35G0A Site: 05 FY: 2009
Date/Time Batch Exported To FA: 07/20/2009 03:19: PM
RC: 3A OPTAR: 05
TXN Document Create E DLV
cd Mumhber ACRN Amend pgzta Description Form Job Order E ORD Quantity
AD NEI21400TGSFO04 Ad oo TEST SF182 SF182 63214005100 Q 1]
AD NEI21408TGSFOOS Al oo TEST SF182 SF182 1 Q 2]
AD NE221400TGSFO0E Ad oo TEST 808-3 SF182 Q o
AD NEI21408TGSFO0E Al oo TEST X32-101 SF182 Q 2]
AD NEI2140OTGSFO10 Ad oo TEST X32-101 SF182 Q 3]
AD NB221408TGSFOU Al oo TEST X32-104 SF182 Q 1]
AD NEI21400TGSFO1Z Ab oo TEST X32-104 SF1a2 63214005100 Q@ 1]
AD NEI21400TGSFD12 Ad oo i TEST X32-104 SF182 63214005100 Q o
Subtotal for OPTAR: 05 $44,249.00
Subtotal for Batch 07/2002009 03:19: PM $44,249.00
Date/Time Batch Exported To FA: 07/2002009 03:43: PM
ACCOUNTING TRANSACTION BATCH REPORT -BY DCN
FA STAA04 AND Siam: CF AND Fr: 2040 AND RC N (W] AND Tranater Indicator = Y
FA: 874404 Site: CY FY: 2010
DON:N252880117C830 Form: DD1s4s
Cgan ™ 4 oL
DeaTire cq ACAN Amand RO orTAR ok Orser £ 000 oan  Cwanmy o
0 0S40 P CN - x v cr BEDSROC YTO T oo . 200
10 G043 P AD .4 x L cF EDA0OCYTO T e 0 2200
10 CS00C4 PY AD A x v cr BEDGROC YTO! T e 0 3600
SASTOOI0 C2MCI PV AD A ax v cr o o EEDA00CYTO! T e 0 $.00
Suttotal for DON: NES2M0117CEN $42 .00
DCON: NEE268 10MDCLT00 Form:
Tgont N Crests 3 oLV
DT Cd ACAN Amend RC OFTAR Cute Deszrpdzn Job Crder g OOC oD uarcey Amzart
COOM010 120825 PW  AD -~ mooo P cc Q04X 1 EEDAROC TS 1 4 - 2 sm
Q2202010 11T AM  AD AA ooo0 W cc Lesaee 1 3 BEDO00C Y2 ¥ Ecd - 523
Suttotsd for DON: NeSDMOMDCL 00 $0.00
DCON: NSE28810MDCLTO Form:
Tgont T Create < oLV
DewTire Cd  ACAN Amend RC OFTAR Cae Deezrpazn Job Ovder £ OO0 omp  Cuammy At
CAZOL0I0 1110 AN AD 4 woon  ue ce 02X BAT X 1 BEDEROC YO0 =] e b s
CAZOROI0 112254 AW  AD an mooe W cr A0 DAT 20081 BEDSROCYTO! ? s s 31200
S4AZ02010 01 1acIPM  AD an o000t vr cr [ DAT 0w BEDSR0C YTO T @ o a0
Subttola for DON. NESIMIOMDCLIO 300
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TRANSACTIONS

Status of Funds...
Tranzaction History

Document Status Log...

Liguidated Document Status Log

Reconciliation. ..

Financial Framework

Job Order Cost

Accounting Transaction Batch...

Tran=sactions

The Transaction Report provides a report of all transactions for all DCN/ACRNS at the Site
without regard to batch number. This includes transactions that are not exportable. For
transactions marked for suspension, the report identifies the user who marked the transaction and
the suspension reason.

Transaction Report

FA: |974404
Site: |CY
FY: |2010

AllRCz A
AN
RC: | av
Ll
WP i

All OFTARS A
AN
OPTAR: | ANDZ
AN
cc b

All Trans Codes ~
AD - Obligation (Cat 2 DD448)
Transaction Code: | A0 - Otligation

AR - Obligation (Cat 1 acceptance)

\ CK - Commitment hd

' Run Report || Run CSW Report || Run Excel Report || Clo=e |

The report can be narrowed down by RC, OPTAR, and transaction code. When Run Report is
selected, the PDF format of the report will display.
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Transaction Repon

P TANIRA_FP L S 05 20D TEMMEALTION COOE W 1T
o 1A i

. (25 Trams
Tomon et W ARy b Onder . oo ot L s TE Coce THesBes  Low Tooe Letcrumaw
S UIAP AT A ORI 8 ™ " % o™ : TEET &b
e AR mecex & (] ' [e] TR -
- Y ARATT Y -l Nrar ey a “"m o TEAT i
AT M EmeEsem =) 1080 ' oM TERT AW
M2 SIS AA EEhece1 8 288 : cu e O
R0 BT s necs ] LBV o b q 2 o Twreg cocoma
0 AT AN WNECEID o [P T o Toprag
MO ad A1 2 5% o o TWRET I DO
AR IT AR e s N0 L} "™ 2 o ADO MOAEY
[T ] A et -] W ! @
UALRIL S . Lt X0 [+] tHo 3 (=1 RaF TRAT 28 LOeRsy
ARITHEEMCINOLT a4 RIS 0 ) »ow s o TELT WITATION
e L M e x T} v ! ™ e s
AT 4& .4 Ll ] P 0 e oV ADT AN
TN ad TR0 0 Q em e o TEST MO TN TEST MLTINN
LS AL .5.-( AA AR x - 0 2 (& 1] TRET MU THM TRET M TN
LD AL e - nredetx bl P b »w ou TEET MU TN TEST s TN
ML AR A; VK91 1o I e o o TRIT WRE THON TRT MA ThN
B ittt b - = aixun s v TRET YN TRAT TN

If CM is used for the filter, then the report will be limited to records that match that criteria. It
will list the DCN/ACRN, JON, EE, OOC, partial Code, Amount, Qty, Transaction Code,
Transaction Date, Local Code and Description.

Financial Framewaork

FA: |974404

Site: II:Y

FY: 2010

Qtr:

AllRC=

AN
RC: | av
LJ
WP

[® ||||| | »

AllOPTAR=
AN
ANDZ
AN
cc

][5

OPTAR:

£

All Authorizations
ANODO1

ANO0O0

BOTHOM

Cy CC

|||||| >

Auth:

£

All JOMs
65299033770
65299098399
GEZOB0ANNA
652990ASHAN ¥

|||||| »

JON: JOM Filter: |

Run Report || Run CSV Report || Run Excel Report || Fiter || close
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FAS 374404 AND FY. 2000 AND Site. CY

Financial Framework Report

FA: 974404 Fourth Quarter of 2010  Site: CY CYBER  Station Use: No SPS: No
RC: AN OPTAR: ANO1 Title: ANNA ALV DirectiReimbursable: D Check Funds: Yes
Auth ia: AN0OOT Auth Title: ANNA ALV Guarter 1 Quarter 2 GQuarter 3 Quarier 4 Total Auth
Fenced: N Coelling: N  Subsotiviy Group: Labor: i Funotion: Subtunotion: $0.00 $0.00 $50.00 $60.00 $100.00
Exp  Labor Cioce Nonlabor Labor Nonlaber Cumulative
JOND JON Desaription Ele Date Cloce Dats Obligated Amt Obugated Amt Coct
EE2II0ANNAS ANNA ALY sooo 51200 §1200
Totak: §$0.00 $1200 $1200
OPTAR: ANO1 Cumulative Coet: $12.00
Encumbered: $0.00
Inventory issuad: $0.00
Avallable Balancs: $88.00
RC: AN OPTAR: ANO2 Title: GOLFER Direct/Reimbursable: D Check Funds: No
Auth ikd: MAY11 Auth Title: TEST 1 Guartor 1 Quarier 2 Guarter $ Quarier 4 Total Auth
Fenced: N Celling: N Subaotivity Group: Labor: N Funotionc Subfunotion: $0.00 $0.00 $100.00 $100.00 $200.00
Exp  LaborCioce Norlabor Labor Nordabor Cumulative
JON D JON Decaription e Oate Cloce Date Cbiigatad Amt Obiigated Amt Coct
£5282033770 MAY11 TEST sooc $50,010.00 $50,010.00
Total: $0.00 TTT T$8.00 TTTT$800
Authia: cyce Auth Title: CYBER OP TRVL Guarter 1 Quarter 2 Guarter 3 Quarter 4 Total Auth
Fenoed:N  Celling: N Subootiviy Group: Labor: N Funotionc Subtunotion: $0.00 $0.00 $0.00 $0.00 .00
Exp LaborCicce Nonlaber Labor Nondabor Cumulative
JONID JON Decaciption Eie  Dote Cloce Date Obiigted Amt Obligated Amt Coet
652330CYED! CYSER Travel $oo0 $70.00 sToce
£52330LERDY CYSER LABOR=! sooo $~4.00 §4.00
652530LER02 CYSER LABOR=2 $000 $C.00 s00c
Total: $0.00 $656.00 $56.00
Auth i LaB01 Auth Title: LABOR AUTH Guarter 1 Quarier 2 Guacter 3 Guarier 4 Tota Auth
Fenced:N  Celling: N Subsotivity Group: Labor: L Funotion: Subtunotion: $0.00 $0.00 $700.00 $700.00 $1.400.00
Exp  LaborCioce Norlabor Labor Nordabor Cumulative
JONID JON Decaription Eie Date Cloce Date Cbiigatad Amt Obtigated Amt Cost
£52520LEAL) LABOR JON sonc $0.00 o0
E5233CLERAM LABOR JON2 $o00 $0.00 e
Totai: 000 $0.00 $0.00
OPTAR: CC Cumulative Cost $74.00
Encumbsred: $0.00
Inventory lssusd: $0.00
Avallable Balancs: $1.525.00
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INITIATION DOCUMENTS

Reports...
Status of Funds...
Tran=zaction History
Document Status Log...
Liquidated Document Status Log
Reconciliation. ..
Financial Framework

Job Crder Cost

Accounting Trangaction Batch. ..

Tran=sactionz
Initiation Documents -

An Initiation document is created when a requirement is known but funding is not
necessarily available at the time of creation. This document does not affect available
funding and is not exported to STARS-FL. Since the document (as an Initiation) is not
exported, it can be updated at any time and may also be changed from Initiation to Source.
At that time the document affects available funding and is exported to STARS-FL.

FASTDATA INITIATION DOCUMENTS
Fllter: FA 874404, FY 2010, DirectReimb = D AND 21TE IN (Y

Site: CY
RC:- MP | OPTAR: CC CYBER Travel

ong  Oms Cursent Projectet
Docurmnt E Otgect Sub Oty oy Irdtiated Actost Actust o OFYTAR Log
e AMND  ACHN JON E Claaa Class (s Amcunt Cost Cost  coen
NS0 OWRCY T o £ BAUNCE0 THD Q P g $im $0.00 $100 oS00 B
Scbtotw S OFTAR: CC $100 w0 s$1m
Substotel for S CY AR $o%0 st
Report Total: $1.00 $0.00 $1.00
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OPTAR MEMO LOG

tatu= of Funds...
Tran=zaction History

Document Status Log...

Liguidated D ment Status Log

tion...
Financial Frame
Job Crder Cost
ounting Tran=action Batch...
Tranzactions

Initiation Documents
OPTAR Memo Log <=

The OPTAR Memo Log provides detailed accounting information for each transaction by date
entered and provides a running OPTAR balance.

OPTAR Log / Memorandum Record

FA: NSES1A AND FY: 2007 AND 2%e: B2 AND Quarter: 4

FAIN35814 Fourth Quarter of 2007 Sits: BS
RC: NO Diract/ Raimburssble: Direct
OPTAR: BS OPTAR Dascription: BASE SUPPORT
Gty Dats
Dooument Num ACAN Looal Code OFTAR Log ¢ Reove
NISEIACTRCMNIOD AA Bask
NISETACTRCMNICT AA BASIC 2
NISSIACTRCMNICZ AA BASIC 3
AL EAZIC H
AL BASIC 2
AA  NOL3C FOSTAL SERVICE  BASIC o
AA  FRILNE BAZIC o
ADTWRMN142 AA  PWC UTILITIES BASIC C
NIZTTACTWRMNISZ AL g BASIC e c
NISSTACTWRMNISE AA BASIC 35 c
NIZTIACTWRMNILE AA BASIC 358 o
NISETATTWRMNISE AL # EAZIC 3581 C
NIZTIACTWRMS140 AA  FWC TO INSTALL HEAT 3581 N o
NISTIADTWRMS141 AA 3584 Q 282 o
NITETACTWRM=142 A& ISEIATOMHOY @ 232 c
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OPTAR MEMO REQUISITION

Status of Funds...

Tran=action History

Document Status Log...
Liguidated Document Status Log
Reconciliation...

Financial Framework

Job Order Cost

Accounting Trangaction Batch...

Tranzactions
Initiation Documents

OPTAR Memo Log

OFTAR Memo Requisition

This report provides supply-type information for each applicable transaction within the specified
reporting period.

OPTAR Requisition
FA: [o74204
Site: Im’i
Fy: [zo10

Al RCs -
AN
RC: | Aw
LJ
MP e

All OPFTARS .

OPTAR: | ANOZ

All JOMNs -~

65259033770

JOM: | 65299098399 JOM Filter:
52000 NMNA

B52990ASHAN v

Run Report || Run C5% Report || Run Excel Report || Filter || Clo=e
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OPTAR Requisition Report
Fitter: FA NJSGOA, Y 2009, Site 05

RC: 3A
OPTAR: 06 Description: NROTCU UNIV OF COLORADO
m =m Amad ACHN  Loswl Dode Jub Oraw : ooe m Desunption coa Ul Orasiee AstusiCoul meosived l‘.m‘l' ::'-cn oended
07/27/2000 NIS20ADMMONRO! 00 AA TESTMIZCDOC &3214e08100 Q 283 TEST MISC DOC 0 5240, o a
07/22/2000 N3LLOADIMOTES 00 AA TESTMISCOOC 03214606100 Q 260 TEST MISC DOC 0 $40 00 0 0
001472000 N3SEOTOMOFET0 D0 AA 214006100 Q 283 Traning MSC 0OG 0 8740.00 o o
0010172000 NOZ$1400CC0D001 0000 AA 63214006130 T 200 traning crudit card 1 350,00 0 0
0A01/2009 NB2314A220C001 0000 AA 02214508950 T 260 wraning o mame L] 515000 0 0
NOSZ14 0028 AA 63214400100 T 200 0 L7810 0 1
10/17/2008 NOI21400CCMMNS 0028 AA 3214008100 T 260 MPC: 200052 0 8018.40 o 1
10717/2008 NOA2 14DRCOMMNIR 0000 AA 23214506100 Q 200 MPC: 200032 0 MAn 0 |
i NOS21400COMMNDH 0008 AA 3214006100 T 200 MPC: 200032 0 8150.10 o !
11/282008 NO32 1400CCMMNZ 000G AA 63274808100 T 260 MrC: o 534370 o 1
021062009 NOAZ14DRCOMMNIM 00 AA 43214000100 T 200 wmc&oﬁn 0 ELCR ) 0 1
02282009 NO3214D0CCMMN® 0000 AA 83214008100 T 260 MPrC: 0 31,847 40 o 1
027222000 NOATI4DOCOMMNZW 0001 AA 03214606100 G 260 MPC 0 90, 0 0
032172008 NOIZ (40BCONMNIX 0000 AA 03214606100 T 200 MPC 0 34207403 0 0
03152000 NOSZ1400CCNMMNGY 0001 AA 3214006100 T 200 MPC. 0153 0 $70.60 o o
03222009 NOI2 1400CCNMNI2 00 AA 02214208100 Q 280 MPC: 0 3300000 o o
032212000 NOZ21400CCMMNEY 0000 AA 063214900100 T 200 MPC 0 ¥0.00000 0 0
03112000 NOS2 1400CCNMMNIA 000 AA 3214508100 T 260 MG 400738300 0 5418 0 0
06222008 NOIZ 1400CONMNIC 0o AA 03214506100 T 200 MPC: 0 5286559 06222009 0 0
06222000 NOSZ1400CCMMNIM 0000 AA 3214006100 N 233 MPC: 0 9256702 (06222000 0 0
082272005 NO2 1400CCMMNIN oe  AA 0321450810¢ O 280 MPC; 0 $117.22 082272009 o o
06222000 NOIZ{400COMMNIS 000C  AA £321400010C M 230 MPC: 0 4370 0622 [ 0
06222000 NO321400CCH 0000 AA 3214006100 T 260 MFC) 0 1300100 06222000 [ 0
00/062009 NOAZI40RCOMMAIW  DDZ0 AA 2214506100 T 200 (ﬁ'ﬂmlmﬂl 0 31082 06202009 o 0
06202000 NOIZ14DBCOMMNIX 0023 AA 63214600100 Q@ 260 mmmam 0 RWAM 0612000 0 0
082472009 NEXZ 1400CCMMNIY 0000 AA B1214508120 N 233 mrC: 0 32401 08242009 o o
07B280246021801
077222000 NOI2140BCCTESTD 0000 AA ﬁ*MEMOCC 3214006100 T 200 TEST MEMO CC DOC 3 12061 0 o
182008 NB321400MO0%001 00 AA  FED.EX 63214008100 Q@ 283 FED-EX 1 50.00 [ o
TI1R2000 NOAZ 1408MD0800 1 00 AR FRO-EX 02214500100 @ 282 FRO-EX 1 000 o o
11182008 NOSZ1400MD05001 00 AC FEDEX 3214000100 O 263 FED-EX 1 $0.00 0 0
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OUTSTANDING REQUISITIONS

Status of Funds...

Tran=zaction Hizsto

Document Status Log...

Liguidated D

ation...
Financial Frame

Job Crder Cost

punting Tranzac

Tran=zaction=

Initiation Documents

OPTAR Memo Log

ment

OPTAR Memo Requizition

Cut=tanding R
Mo Final Re
MNo

MNo

No Final Receipts - If there is no Final Receipt posted against a DCN/ACRN, it will be
listed on this report

FA: N3360A AND FY: 2009 AND Site: 03

FA: N3560A
RC: 3A
OPTAR: 05

Date
Entered

Document Num

MNE321408MD05002
NE321408MD05010
NE321408MD0S011
§321400MD05012

FY: 2009

OUTSTANDING OPTAR REQUISITION REPORT

Site: 05

ACRN Leocal Code  JON

EEZEEFERREEEESRAGS

FASTDATA Web Site

TEETMISCDC 63214005100
TESTMISCDC 6321401

623214005100
i 63214005130
0

Costeo Membes
CU Phone Bl M
CU Phone Bl
CU Phone BAIC
Sprint Fhone B 63214005130

DOOOO00DDO0DO00D0DDOD 000000 mm

No Final Receipts

Stock Numberd
Description

TEST MISC DOC
T MISC DOC

ke
Training MISC DOC
FED-EX

=

Sprint Dec 08

Piiney Bowes Dec 08
Quest Phy il
Medical S
Marinz
Trophies

Costeo Membership
CU Phene Bill Now
CU Phone Bill Jan
CU Phene Bill Dec
Sprint Ot-Mow 0B

271

COG PR UI

Gty
Order

Date
Actual Cost Received

Qey
Revd

COOoOO0o0oOODDOOOOODOO 00O 0o0

Date Q
Expended Ex

N N N L LG

Dec 2012



No Final Expenditures If there is no Final Expenditure posted against a DCN/ACRN, it will
be listed on this report

OUTSTANDING OPTAR REQUISITION REPORT
No Final Expenditures

FA: N3560A AND FY: 2009 AND Sita: 05

FA: N3560A FY: 2009 Site: 05

RC: 3A

OFTAR: 05

Date E ©Obj Stock Number/ Gty Date Gty Date ity

Entered  Document Num ACRM Local Code JON E Clss Description CoOG PR UI Order Actual Cost Received Revd Expended Exp
MN2SGDA0ONDNRGEA  AA TESTMISCDC 63214005100 Q@ 253 TESTMISCDOC o $250.00 0 Y
MN2560A00MDTESTD AA TESTMISCDC 63214005100 Q@ 283 TESTMISCDOC ] 350.00 0 1]
N256ET0SMDFETSE0 AA 63214805100 2 253 Trainng MISC DOC 0 $750.00 0 1]
NEA21409M003001 AA - FED-EX 63214005100 Q@ 283 FED-EX 1 30.00 0 ]
NE21409MDO5001 AB  FEDEX BI214005100 @ 263 FED-EX 1 30.00 0 1]
NE321409MD05001 AC  FEDEX 63214005100 @ 263 FED-EX 1 30.00 0 1]
NE321408MDO5001 AD  FED-EX 63214805100 @ 253 FED-EX 1 30.00 0 [}
MEA21409M003001 AE FED-EX 63214005100 Q@ 253 FED-EX 1 30.00 0 ]
NE21409MDO5001 AF FEDEX 63214005100 @ 263 FED-EX 1 30.00 0 1]
NE321409MDO5001 AG  FEDEX 63214005100 @ 263 FED-EX 1 30.00 0 1]
NEA21408M005001 AH  FEDEX 63214805100 & 283 FED-EX 1 30.00 0 [}
NE3A21409MDO5001 Al FEDEX 63214005100 @ 263 FEpd 1 30.00 0 a
NE321400MDO5002 AL Sprint Dec08 63214005130 O 283 Speint Dec 08 1 342.70 0 1]
NE321408MDO5003 AA FimeyBowes 63214805100 Q@ 253 Piiney Bowes Dec 08 1 S6B3.61 0 1]

1 2002 NE3A21408MD03004 AA QuestPhone Bi 63214805130 Q@ 253 QuestPhons Bl 1 35.88 0 [

19MRMNNE  MRT1ANCANNANNS aa Modical Qunnlis RTMAONR1NON n MR Blcdinal S mnline 1 2407 T4 n n

No Final Receipts/Expenditures - This report will display all DCN/ACRNSs that have no
Final receipt or Final Expenditure posted against it. This format is supply type information that
has no material or services received or expended.

Outstanding OFTAR. Req. (No Final Receipts/Expenditures)

FA: [N3560A

Site: |05

FY: [2009

AllRCs A
34
RC: |38
3D
3E bt

AllOPTARS (A
05
OPTAR: || AE
DE
KE ¥

AllJONs -~
63214805100
JON: |[53214305130 JON Filter: l:l
53214505160
53214805170 %

Run Report || Run CSW Report | | Run Excel Report || Filter || Cloze
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OUTSTANDING OPTAR REQUISITION REPORT

No Final Receipts/Expenditures
FA: N3550A AND FY: 2009 AND Site: 05

FA: N3560A FY: 2009 Site: 05

RC: 3A

OPTAR: 05

Date E ©Obj Stock Number/ Qty Date Qty
Entered  DocumentNum  ACRN Local Code JON E Clss Description COG PR Ul Order Actual Cost Received Revd Exp Exp
07/27/2002 N3560A0ONMDNRGSA  AA  TESTMISCDC 63214005100 & 263 TESTMISCDOC 0 $250.00 0 0
07/2272002 N2560ADSMDTESTD AA  TESTMISCDC 63214005100 & 253 TESTMISCDOC 0 0 o
00/142002 N2560706MDFE720 AA 63214005100 Q 283  Trainng MISC DOC o 0 [}
117182008 NE321409MDO5001 AA  FED-EX 63214005100 Q@ 2563 FED-EX 1 0 0
1111820028  NE321409MDO5001 AB FED-EX 63214005100 Q@ 253 FED-EX 1 0 0
1171872008 NE321409MDO5001 AC FEDEX 63214005100 Q 253 FED-EX 1 0 0
1171872008 NE321409MDO5001 AD  FED-EX 63214005100 & 253 FED-EX 1 0 )
11/18/2002  NE321408MCO5001 AE FEDEX 63214005100 Q 253 FED-EX 1 0 o
11/18/2008  NE321409MCO5001 AF  FEDEX 63214005100 Q@ 253 FED-EX 1 0 )
117182002  NE221409MDOC5001 AG FED-EX 63214005100 Q@ 253 FED-EX 1 0 0
117182002 NE321409MCO5001 AH  FEDEX 63214005100 Q 253 FED-EX 1 0 0
11182008  NE321402MCO5001 Al FED-EX 63214005100 Q@ 253 FED-EX 1 0 0
121032002 NE321409MDO5002 AA  SprintDec08 83214005130 Q 253  Speint Dec 02 1 0 0
121152008  NE321409MD0O5002 AA  PimeyBowes 63214005100 Q& 253  Piney Bowes Dec 08 1 0 0
12152008 AA  CQuestPhoneBi 63214005130 © 253  QuastPhone Bil 1 0 )
1211572002 AA  Medical Supplie 63214005100 Q 253 Medical Supplies 1 0 [}
12i15/2008 AA Marine Gazete 63214005100 Q 253  Marine Gazette 1 0 0
12/1520028 AA  Trophies 63214005100 Q 253  Trophies 1 0 0
12152008 AA  Costoo Membes 63214005100 & 253 Cosico Membershi 1 0 0
121152008 AA  CUPhonzBild 63214005100 & 253 CU Phone Bill Nov 1 0 0
1211572002 AA  CUPhoneBilJ 63214005100 Q 253 CU PhoneBill Jan 1 0 e
12/15/2008 AA CUPhone BT 63214005100 Q@ 253 CU Phone Bill Cec 1 0 0
12152008 AA  Sprint Phone Bi 83214005130 Q 253 Sprint Oct-Nov 08 1 0 0
01/152002 AA - Tader Bill 63214005100 Q@ 2563 SDB Tailorng 1 0 0
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CONTRACT/DCN X-REF

Reports...
Status of Funds...
Tran=zaction History

Document Status Log...

Liguidated Document Status Log

Reconciliation. ..

Financial Framework

Job Order Co=t

Accounting Trangaction Batch...
Tranzactions

Initiation Document=

OPTAR Memo Log

OPFTAR Memo Requisition

Out=tanding Requisitions...

Contract'DCM Cross Reference

This report provides a list of Contract Number(P1IN) that was entered at the Site as a DD1155 or
through Contract Process. With each listed Contract Number (P1IN) will be the associated
requisition DCN/ACRN.

Contract/DCN Cross Reference

FA: [N3550A
Site: |05
FY- |2009

All Contracts -~
GS52358F006
Contract: || G523F32000
GS23IF38001
GS23Fes002 b

Run Report || Run C5V Report || Run Excel Report || Close
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FA: N3560A Site: 05
Contract#/PIIN: GS2398F006

DO/BPA:

Requisition/DCN
NB321409RC05039

Subtotal for DO/BPA

Contract/DCN Cross Reference Report

FY: 2009

Requisition/DCN
ACRN

A4

Total for Contract Number G32398F006

Contract#PIIN: GS23F98000

DO/BPA: BOD1

Requisition/DCN
NE321409RC05058

Subtotal for DO/BPA BOO1

Requisition/DCN
ACRN
A

Total for Contract Number GS23F92000

Contract#PIIN: GS23F98001

DO/BPA: BOD

Requisition/DCN
NB321409RC05058
Subtotal for DO/BPA BOO
DO/BPA: BOO2

Requisition/DCN
NE321409RC05066
NB321409RCO5067
Subtotal for DO/BPA BO02
DO/BPA: BOO3

Requisition/DCN
NE321409RC05060
MNE321408RC05062

Subtatal for DOMBPA BO03

FASTDATA Web Site

Requisition/DCN
ACRN

A4

Requisition/DCN
ACRN

Al
Al

Requisition/DCN
ACRN

iy
Ab

Requisition/DCN
ACRN Amount

$38.00
53800
$26.00

Requisition/DCN
ACREN Amount

$15,000.00
$15,000.00
$15,000.00

Requisition/DCN
ACRN Amount

$15,000.00
$15,000.00

Requisition/DCN
ACRN Amount

$15,000.00
$15,000.00
$30,000.00

Requisition/DCN
ACRN Amount

$50,000.00
$12,5658.00
$92,568.00

275

Contract
ACRN

Al

Contract
ACRN
AA

Contract
ACRN

Ab

Contract
ACRN

AL
AL

Contract
ACRN

Al
Ad

Contract
ACRN Amount

$33.00

53500
53300

Contract
ACRN Amount
$15,000.00

$15,000.00
$15,000.00

Contract
ACRN Amount

$15,000.00

$15,000.00

Contract
ACRN Amount

$5,000.00
$5,000.00

$16,000.00

Contract
ACRN Amount

$20,000.00
$8,000.00

$28.000.00
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DCN/CONTRACT X-REF

Reports...
Status of Funds...
Tran=zaction History
Document Status Log...
Liguidated Document Status Log
Reconciliation...
Financial Framework

Job Crder Cost

Accounting Tranzaction Batch...

Tran=sactions

Initiation Documents

OPTAR Memo Log

OPFTAR Memo Requisition
Outstanding Requisitions. .
Contract/DCN Cross Reference

DCMNiContract Crozs Reference

DCN/Contract X-Ref provides information by cross referencing DCN and ACRNSs to a Contract
number.

DCN/Contract Cross Reference

FA: |N3580A

Site: |05

FY: |2009

All Document Numbers »
N3550A09MDNRGSA

DCN: ||N3560A09MDTESTD DICN Filter:
N3569709MDFETS0
NE231409CC00001 b

| Run Report || Run CSV Report || Run Excel Report || Fitter || Close

FASTDATA Web Site 276 Dec 2012



FA: N35G0A Site: 05
Requisition/DCN: NG321409MP05042
ACRN: AA

Contract#/PIIN DO/BPA
GS23F08008

Subtotal for ACRN AA
Total for Requisition/DCN NE321400MP05042

Requisition/DCN: N6321409RC05036
ACRN: AA

Contract#/PIIN DO/BPA
GS23F95006

Subtotal for ACRN AA

Total for Requisition/DCN NG321409RC05036
Requisition/DCN: NE321409RC05039
ACRN: AA

Contract#/PIIN DO/BPA
GS2395F008

Subtotal for ACRN AA

Total for Requisition/DCN NE321409RC05039

FASTDATA Web Site

DCN/Contract Cross Reference Report

FY: 2009

Contract
ACRN

BA

Contract
ACRN

AN

Contract
ACRN

AN

277

Contract Requisition/DCN

ACRN Amount ACRN Amount
5140.70

$140.70 £150.00

$140.70 $150.00

Contract Requisition/DCN

ACRN Amount ACRN Amount
$52.00

§52.00 514350

85200 $143.50

Contract Requisition/DCN

ACRN Amount ACRN Amount
$38.00

$36.00 538.00

£35.00 $35.00
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EXPENDITURE REPORTS

Expenditure Reports. .. -

Expenditures

Expenditure Cost Redist. Audit
xpenditure Cost Transfer
eding Variance
MNon-Preceded Expenditures

Suspended Expenditures

Various Expenditures Reports are available at the Site and are described below.

Expenditures — If this report is run and no criteria or filter is requested, all the valid
expenditures for that Site will appear in the report.

Exriw i
B S S Y -
A WORaea
"
“
1A
[ —— e % e
Dncmtant Wamter  ACEN  Poures Sem Cames P ? : ~on =N Avae
-
i.s
.
e
-
-
e
- o AL USE OM -
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Expenditure Cost Redistribution Audit - This report provides information on expenditure
costs that have been transferred to other DCNs/ACRNE.

Expenditure Cost Redistribution Audit
FA: [o74408 Site: oy
FY:[2010
From DCM: | AIDCNs To DCN: | AlDCNe
From JOM: | All 1ONs To JON: [ AllJONs
From RC: | AllRCs To RC: | AlIRCs
From OPTAR: [AIOPTARs  To OPTAR: [ All OPTARs
| Run Report || Run C3Y Report || Run Excel Report || Clo=e |

Use this page to enter criteria that will limit the data contained in the selected report. If you
select the Cancel button when the Report Criteria page opens, the Expenditure Cost
Redistribution Audit Report will not open. After you designate the desired report criteria, select
the Run Report button. The Report Criteria page will close and the desired report will display
with the data you designated on the Report Criteria page. Currently in the web this Cost
Redistribution has not been built. It will be available in the next release and upgrade to the
FASTDATA web.

EXPEMDITURE COST REDISTRIBUTION AUDIT REPORT

Fitter: FA ST4404, FY 2000, Sha CY
- N0 Records Retumed From Query

As Sample report once Cost Redistribution is working looks like this:

EXPENDITURE COST REDISTRIBUTION AUDIT REPORT
Flfer: FA N3531A, FY 2006, St2 GA

FROM T0

ACRN JON Gty amount  Part RC OPTAR ACRN JON aty Amount part RC OPTAR

AA  3SE1ABDN10S a §4980C 2 NO Nt AA 3SS1AEDTIOS o §4%800 F NO T

AA  35B1ABDN1CS 2 §9386 P NO Nt AA ISAEDTIDS c $3386 F NO T

AA  3SE1AGDN103 0 S3930C P NO Nt AA c §3330C F NO T

AA  35B1AGDN103 0 §7815 P NO N AA T o $7615 F NO T

AA  3551ABDN1C3 g $10133 2 NC N AA 3S31AEDTIOS 4 $10183 P NOC T

AA  3I5B1ABDNI03 0 $4930C P NO Nt rA IS51AEDTIDS 4 $4380C F NO T

N2581ADETGN 1220 AA  3ISB1ABDNI1D3 [} §5000 P NOC N 06TGO AA IST1AEDTIOS 1] §502C P NO T

N3SE1ADETGNI231 AA  3SE1ABDNIC3 0 §3930C P NO N N3IS31A06TGO00PS AA 3531AEDTI03 c §33300 F NO T1
Site Subtotal: $2,105.84
Total: $2,105.84
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Expenditure Cost Transfers - This report provides the From and To data for all transactions
involved in an expenditure cost transfer.

A sample report is provided below:

Expenditure Cost Transfer Report

Filis FAOTLE0, Iy 2040 AMD FROM e TOSTE = CY

“Trarafer From Trazafer Ta T T '
DN Amosnt S05 ACAN JOW EEODD RO OPFTAR i Shs ADPN JOW EE OOl B OPTAER durh B Dwis Siston
OO O 1 10O iDD AT RSO0 I 111 W oD CY oo oV AF STSEONOTHT T Ne oc BOTHI cY O424MD JCN  She
MR I 11100 a0 AC PTONROTID U111 _MWE oC RO oY AD SESEOCOR U 11 WP =) Siop X D4IVIDMIT_ Sk
MR TR 1 100 400 AA OO ERT U {11 WF [ LYo oy AR FTSROCTOC] T 300 MNP o] oY Sl [ MIAND G S
MRS MO T0S ioD L e T 30 W [=4 CYCC oY Al CECSEODCTH Uil NP )] BOTHI IR M0HD WiZ FR
MG WD 1D0T 400D AR, N0 Z 111 W [='] cYct oY hA ECSEODCTH | F3 [ '] BOTHE IR HCHD W0 PR
O MDA 200 AR PR - =4 CYor oy hA, PECSEOT DO0H H 2O WP =] CMP C& C W= MOHD TE0 PR
RSO | MDD 1DD B RSN O0T T 30 W [=] cY ol oV AR PECSEODOTHA T 30 WP 1) BOTHIA [} MOHD IO FA

Exceeding Variance - This report provides information on expenditures, imported from the
FA or manually entered, that meet or exceed the acceptable level of variance. Variance percent
and /or amount are established for each RC by the FA and exported to the Site.

After you designate the desired report criteria, select the Run Report button. A sample report is
provided below:

Fapoociiuree Secoadng ™a Level of Acsaptabie Varaces

Pl FRASREA FY MR 1R DA

e RO OriaN. >
TS Docawent e s et - AMTer Cou e DFsiams D
CE taroe W ot o pe oM o oy - — Ta Cete SmOEE  Peioget Decrptis
By WIAMASCVIETES  AA I LAY | B 1 ot v AREES Lreves 00 00N ML AN
RC. NO OPFTAR: 5A
“w ous g Orgre

Yg; tecomet " e a Pt Py mye Avnum DFarwn Dese:

o ot Oroe ne= = T aie R TO Dule St Ferrent retee
By MIAANYIRINEA AA MRIALLART | S 2 | L [T S »K ETAF P 00 oo DTS YRR
B MAMADTCRILYY AS JRANAY E L we e BALC 0 0% MOSUBVEXY Farls
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Non-Preceded Expenditures - This report provides information on non-preceded
expenditures that were imported from the FA or manually entered. Non-preceded expenditures

do not have a matching obligation.

The Report Criteria page opens automatically; use this page to limit data contained in the report.
After you enter the desired criteria, select the Run Report button. The Report Criteria page will
close and the report containing the data as specified in the Report Criteria will open. A sample

report is provided below:

NON-PRECEDED EXPENDITURES
FA NCIELAAND Y 2000 AMO s 05
FA N35e0N 1y 2un Sl 25
RC:IIA
OPTAR: 85 Descrpiion: NROTCU UNY OF COLORADD
Dt
Trars X9 DM Otyect
cd Docunent Namter ACRN Job Ovdet ELE Class
EY (Eo St T T T R T AN ST I 50
RC: 3
OUPTAR: ME Descripbon COLORRDO WNFORNS
Drect
Traes EXP  OMB Dbject
Ca Document Narter ACRN Job Order (283 Clams
=y NS 00001 ~a TN MOTIT0 T xx
£ NG 14 SEST 008 A LA2AT2T0 T e
RO SA
OPFTAR: 98 Descnppon: STAZI PROGRAN COLORADD
Dract
Troms EXP  OM8 Coho
cn Docoment Number ACRN Job Ourdm 383 Class
r P SRS X) A 15 5AN £
FASTDATA Web Site 281
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Suspended Expenditures - This report provides information on expenditures that have a

suspended status.

The Report Criteria page opens automatically; use this page to limit data contained in the report.
After you enter the desired criteria, select the Run Report button. The Report Criteria page will
close and the report containing the data as specified in the Report Criteria will open. A sample is

shown below:

PR RS LA BT B
o 1A

FASTDATA Web Site

Amzat St

0= t

282

lredirs
= lan

o 1)

derl
toum
"y

.

Suspended Expenditures Report

Croatnd  Jevl
»rD Te i Danrtty AC
BT Nt ST 00 e N
24 1ot 27 00 SN2
HATIOYT HRXT 00023 W0 &l » La=ge- Fu
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CREDIT CARD REPORTS

The Credit Card section of this Guide provides coverage of the Credit Card reports.

Credit Card Reports...

Credit CardBFeguisition A

Yendar
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FUEL REPORTS

Fuel Reports...

Aviation Fuel by Aircraft
Aviation Fuel by JON-Detail

Aviation Fuel by JON-Summary

There are three Fuel Reports. Aviation Fuel by Aircraft, Aviation Fuel by JON-Detail, and

Aviation Fuel by JON-Summary.

Aviation Fuel by Aircraft - The Aviation Fuel Consumption by Aircraft Type Report
provides a summary of types of fuel used as well as total costs. A sample report is shown below.

AVIATION FUEL CONSUMPTION DETAIL BY AIRCRAFT

Filter: FA N3560A, FY 2009, Site 05

Aircraft Type: NiA

Fuel Type: I1A1
Document Local lssue Quantity Actual Cost Unit Cost  Optar Log Description
Humber Code Date (Gallons) to Date (Actual CostiGty)
ME32149189R002 FUEL CC 07/08/2005 3 $52.00 310400 141
Total For 1A1 L] $52.00
Total for Aircraft: M/A 5 $52.00
ReporiTotal: 5 $52.00

Aviation Fuel by JON-Detail — This report provides a detailed report of types of fuel and
total costs. The report is broken down by the Job Order(s) you can select on the Report Criteria
page. See sample Criteria screen and report below.

Aviation Fuel Consumption By Job Order (Detail)

FA: |N35604
Site: |0s
FY: |2009

AllJONs ~
63214805100
JON: |63214505130
63214805160
63214805170 ™

JON Filter:

DCN- All Document Numbers . .
- || ne3z149188R002 DCN Filter:
From Date: '|

To Date: '|

All Fuel Types &

a1
Fuel Type: | 184
IP3
Jad b
Run Report ” Run CSV Report || Run Excel Report || Fitter || Cloze |
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Filtlpr: FANJGOOA, FY 2000, SHe 68

AVIATION FUEL CONSUMPTION DETAIL BY JOB ORDER

NS0 1351830R002

JOR S36%E50)

Foel Type: AL
Docaeram Local
Mournbies Contm

Isvae Date

CCTH CFRenios

Quantty
1Galtrem)

Achit Cost in

Uit Cost  Cptar Lng Dessrigrbiom

Ot (Artual ComtiOty)

,,,,,

0200 W

Toral For Y 853 0
Toral for JOM 214006100 £53.00
ReporTotl : 15280

Aviation Fuel by JON-Summary — This report provides a report of fuel oil consumption
summarized by selected JONs. The Report Criteria page opens automatically when you select
the Aviation Fuel Consumption Report by Job Order Summary from the Reports menu on the
Site User main page. See sample Criteria screen and report below.

'mwmunww

FA

Sae o

ry (e

JOM ¢

From Date

To Date |

FuslOil Type

Sur Seger

el

JON Tiker

Sun TSV aegon S troml Swpon

Filter: FA N3560A, FY 2009, Site 05

‘e

Trwe

AVIATION FUEL CONSUMPTION SUMMARY BY JOB ORDER

JON: 63214905100

Fuel Type Cluantity Total Amount Barrel Consumption

(Gallons) (Tot Qty/d2)

141 5 $52.00 0.1

Total for JON 63214905100 5 §52.00 0.4

ReportTotal: 5 $52.00 0.4
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RECALCULATE COST LOG REPORT

Status of Funds...
Tran=zaction History
Document Status Log...
Liguidated Document Status Log
Reconciliation...
Financial Framework
Jobr Crder Cost
-ounting Transaction Batch...
Transactions
Initiation Documents
OFTAR Memo Log

OFTAR Memo Reguisition

CQutstanding Regquisitions...

Contract/DCH Cros:

Fuel Reports...

Recalculate Cost Log -

This report, which is available at both the FA and Site, provides the results of each nightly run of
the Automated Job entitled “Recalculate Obligations in Non-Peak Hours.”

Select Reports, Recalculate Cost Log Report from the menu and receive a screen similar to:

Recalculate Cost Log Report

FA: [EDUCOO
Site: |OFF0O0
Fy- [2009

Fram Date: "’
To Date: "|

| Run Report || Clusel

The user would enter his desired criteria and select Run Report. An example is provided below:

Recalculate Obligations Results
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Filter: FA = NO0621AND FY = 2010 AND SITE IN (‘07°)
Site Site (D Recalculate Obligations Resulis for Last Datetime Executed

All Job Order obligation amounts are in balance.

Site 07 Recalculate Obligations Results for 4/22/20089 7-54:20

JON 08988960A1T obligated non-labor amount 88,587.51 has been adjusted to 88,412.51 for atotal adjustment of -175.
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PROCUREMENT DATA (SPS)

Status of Funds. ..

Transaction History

Document Status Log...
Liguidated Document Status Log
Reconciliation...

Financial Framework

Job Order Cost

Accounting Tranzaction Batch...
Tranzactions

Initiation Documents

OFTAR Memo Log

OPTAR Memo Requisition
Outstanding Requisitions. ..
Contract/DCM Cross Refere
DCHN/Contract Crozs Refere
Expenditure Report=...
Credit Card Repors...

Fuel Reports. ..

Recalculate Cost Log

Procurement Data

See Appendix C
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UTILITIES

There are four miscellaneous “utilities” under this menu item. Each is addressed below.

ADDRESS BOOK

Utilities. ..

Address Book

Site Status

Recalculate Obligations

Autofill

When a Site user creates a document, any addresses existing in the Address Book are available
for selection from drop down lists, thereby saving the user from having to type in the address.
Highlighting and clicking on the Address Book menu item will take you to the Select Address
screen.

The Filter section at the top of the page provides the user with several options designed to
narrow the selection of addresses shown in the Results section. Enter the full value or a portion
of the value with a leading and/or trailing asterisk (*) that serves as a wildcard.

The Results section shows all existing addresses meeting the criteria entered in the Filter section.
A sample is shown on the next page.

Select Address

Filter

SON Key: WILSTRIP Key: MName/activity: Sort Order: @ Ascending

WMILSTRIP Key % .C:} Descending
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Hesulis

PAGE: 1
Delete Edit 'Ij([;r M“"(SE-I;RIP Name fActivity Address Line 2 Address Line 3 Al_di'l:l_.'::s
il | LT L SMITH
| (VR e TOING PUBLIC WORKS 2, PEISRECLA,
T b asez1s oI US ARMY DEPOT 7L AN, B
] @ eius BILLING DEPT 25 GARDEM STREET ggg‘usl”‘co'-"h FL
i I Lowin L DWELK 37 PAPER LAME DESTIN, FL 32600
i @  wessso PC BLDG 1, MAS PRIeRCO, AL
I | a N32 13486 Routing ID M32 E;‘é;’;DE'—PHm: A
il 8] HHZ PURCHASING E‘QSSDJBPENSF‘COL% FL

7~ N\

From this location, users may Delete, Edit or View an existing address or Add a new address.
Click Add Address to create a new listing.

There are two sections to this New Address screen, the Address section and the Options section.
The Address section is for entry of the new address information.

The Options section contains all available FASTDATA documents. Notice checkmarks
appearing in this section when entering new address information.

Both sections are illustrated on the next page.
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New Address

MILSTRIP Key (3 poston)® Name Activity / Telephone
SDH Key (5% postion)™* Address Line 2 Title Notice the si ng|e and
_ double asterisks
Adeeee e ke throughout the Options
section which correspond to
AdireesLine? T MILSTRIP and SDN entries
in the Address section.
Cage Code
Credit Cud pD1131 DD1139 DD1155 DD1343
[] accepting Official [l accepting ofticisl CIFrom [ administered By ~ [CIFrom*
[ oistour sing Officer [(ship 10 [ contractor [C1o*
O Receiving Activity ** [Csinetwe [issued By »
O Recaiving Offical Cl7e O Payment Made By **
[offcer 0
= Cro
DD1343-6 DD1556 DD282 DD443 NC2275
[ Manufacturer = [ Authorizing Official [ Billing ** [ Accepting Official [ Accepting Official
|:| Requisitioner == |:| Supervizor |:| Conzult DAuthurizing Official DAuthurizing Official
[ routing ID * [raining officer [ oeiiver = [ wiling = [ wiling =
[ accepting Official [ uatity OFrom= [ contact
D Biling == D Ordering DTU = D From **
DTraining Source ** |:| Send DTU =
|:| Organization =
NC22T76 NC2276A SF1034 5F1164 5F182 SF30
|:| Accepting Official |:| Accepting Official |:| Approving Official D Claimant D Autherizing Official D Administered By **
|:| Authorizing O fficial |:| Autherizing Official |:| Autherizing Official D Department D Supervisor D Contractor
|:| Biling ** |:| Biling ** |:| Biling ** D Second Line Supervisor D lzsued By **
|:| Contact |:| Contact |:| Department ** D Training Officer D Signer
D From ** D From ** D Biling **
DTU = DTU = DTraining Source **
O Organization =

Enter the MILSTRIP or SDN key in the Address section and tab, checkmarks populate certain
areas of the Options section. These are default values that are applied by the system based on the
length of the key entered. If a MILSTRIP key is entered and the user proceeds to the next field,
the check boxes marked with a single asterisk (*) will be automatically checked. If an SDN key
is entered, those check boxes marked with a double asterisk (**) will be automatically checked.

If creating a new document and type in an address not in the Address Book, upon saving the
document, the system will prompt to add the address to the Address Book.
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Use of the Edit icon for a particular address will open the Edit Address screen which shows the
information currently in the system for the selected address. (See the value of the Filter section
on the screen below, where the user may have to search through 235 pages!)

Select Address
Filter
SDN Key: MILSTRIP Key Namziactivity, Soet Order: ®) Ascending
MLETRIP Key (™ (O pescending
Fiter |
Results

PAGE: <1 2345678 ¢

S0 121314159617 1619 20 21 22 253 24 25 26 27 26 23 3
56 57 53 59 60 61 62 63 64 65

BB 67 BBEITO 7T 7273747576 77 78 79 €0 &1 B2 03 84 ¢
1 112 113 114 155 196 117 118 119 120 121 122 123 24 125 126 127 1268 123 130 131 132 133 134 135 135 137 138 139 1«
2 153 154 155 156 157 158 159 160 161 162 163 164 165 186 167 166 169 170 171 172 173 174 175 176 477 178 179 180 1¢
190 191 192 193 194 155 196 197 196 195 200 201 202 203 204 205 206 207 208 209 290 211 212 213 214 215 216 217 218 219 220 221 2
231232 233 234 35

31 32 33 34 35 36 37 38 39 40 4% 42 43 44
96 87 63 63 90 91 92 93 94 95 96 97 96 ¢

149 150 151 15

I
DeleL Edit SDN MILSTRIP

Key Key Name fActivity Address Line 2 Address Line 3

3 W WRALC VR-ALC 750 ROAD STREET ROBINS AFB, GA 31098-2122

m u 06000 US ARMY COMM ELEC RDSE INTELL AND INFORMANTION DIRECTORATE ATTN: AMSRD-
CENTER WARFARE CER-IW-ET

" \ o 10 CAUSEWAY STREET

m u 100001 GSAFTS SUITE 1085 BOSTON MA 02222

NOTE: Any changes made are for future use and do not affect existing values on
documents.

Deletion of existing addresses is available via use of the trashcan icon. Use of this option will

prevent your Address Book from being “bogged down” by addresses of personnel no longer
aboard.
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SITE STATUS

Selection of Site Status from the Utilities menu provides financial and serial range information
for the selected Site.

Utilities. ..

Address Book

Site Status @

Recalculate Obligations

Autofill
The Site Status screen is broken down into three tabs of information:

o General
« Status of Funds

« Serial Ranges

General Tab

The General tab provides information about Site Attributes and System Attributes.

Site Status
N
Statuz of Funds Serial Banges
Site Attributes System Attributes
Site I OFFO0 Accounting System: STARS-FL
Site Mame:  OFFICER PROGRAMS Ccurrent Guarter: 4
Station Use: M Fizcal Year: 2009
SPSSiter N
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Status of Funds Tab

The Status of Funds tab provides information on the Site’s funds at the OPTAR level, the
Authorization level, and the JON level.

Select the Status of Funds tab to open the OPTARSs assigned to Site screen, which is the default
view. The information shown here is at the OPTAR level. From this screen drill down to the
Authorizations level and then to the JON level.

Status of Funds — OPTAR View

This screen provides information on all OPTARs associated with the Site. Definitions of each
column are provided below.

(Genera | Qiusd Fu'y | Seral Ranges
OPFTARs assigned to Site

. Annual Current Cumulative Inventory Direct/ External Funds

e Flanning Figure Authorization Cost Iszued s Ee Reimb System Check
BUD

@ su o3 SoTaR 3 101,000.00  100,600.00 0.00 0.00 0.00 100,600.00 D N
TRNG

@ as o7 PROGRAM 130,000.00 122,500.00 5,666.31 0.00 0.00 116,833.68 D %
07

I BU D8 BUD 101,000.00  100,600.00 0.00 0.00 0.00 100,600.00 D N
e ,000. ,600. . . . ,600.

b BU 09 BUD 101,000.00  100,600.00 0.00 0.00 0.00 100,600.00 D N
e ,000. ,600. . . . 600,
TRAINING

[ T™v 1A PROGRAM 62,000.00  59,000.00 8625.81 0.00 0.00 50,374.18 D ¥
1

Auth - Click on the ICON in this column to view data at the next lower level, the Authorization
level.

RC — This column will list all the Responsibility Centers (RCs) associated with the Site.
OPTAR — This column will list all OPTARs associated with the Site.
Title — The title of each displayed OPTAR.

Annual Planning Figure — For all Authorizations associated with the displayed OPTAR,
this is the total that the FA has authorized the OPTAR to use for all 4 quarters.

Current Authorization — For all Authorizations associated with the displayed OPTAR,
this is a total that the FA has authorized through the current quarter.

Cumulative Cost — This figure is the amount of all documents that have been created at the Site
for the respective OPTAR.

Inventory Issued — BUMED only.
Encumbered — BUMED only.

Balance — Current Authorization minus Cumulative Cost. (For BUMED, the Inventory Issued
amount is also considered in the formula.)
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Direct/Reimb — Indicates whether the OPTAR funds came from the Major Command (Direct) or
from another activity requesting that you provide goods or services (Reimbursable).

External System — Indicates whether JONs belonging to the listed OPTAR are for use by the
Site when creating documents or whether they are only to be used for transactions from an
external system.

Funds Check — This field will have a “Y” if the FA has turned on the Funds Check or an “N” if
they have not. If “Y”, Site users will not be permitted to create documents over the amount
authorized. If “N”, the user will be provided a message indicating they are going over the funds
authorized; however, they will be permitted to create the document.

Status of Funds — Authorizations View

To see information at the Authorization level, select the desired row while in the OPTAR view,
and then select the corresponding Auth icon.

General I & Elalus of Fungs = [ Senal Banges
e e opran Tie S o o) e et e e S B vl e
@ Cl 10 10 1,155,000.00 1,155,000.00 1,018,646.62 0.00 0.00 136,353.38 D N
@ VR 10 10 0.00 0.00 183,739.67 0.00 0.00 (183,739.67) D N
@ VT 10 10 0.00 0.00 1,408,400.00 0.00 0.00 (1,408400.00) D M
UJ] VR 20 20 4,000,400.00 4,000,200.00 3,111,438.51 0.00 0.00 888,76149 D N
u VR 21 something 2,000.00 2,000.,00 0.00 0.00 0.00 2,000,00 R M
u Cl 30 30 0.00 0.00 404,626.00 0.00 0.00 (404,626.00) D N
\12'] VR 30 30 0.00 0.00 15,473,312.00 0.00 0.00 {15,473,312.000) D N

The Authorizations for OPTAR screen opens. This view provides information on the
authorizations associated with the selected OPTAR.

Site Status
OPTAR Summary
RC cJ
OPTAR: 10
Total Autharized: 1,155,000.00
Total Curmulative Cost: 1016646 62
Total Encumbered: 000
Total nventory Issued 0.00
Balance: 13635338
@oﬁzaﬁons for OPTAR D
T oo Annual Current Cumulative  Inventory -
JONs Authorization Description PlanRing Fiotics, Autharisation Cast Teevad Encumbered Balance Labor Code Ceiling Fenced
; 10 NONPAY
u C8NP COUNTERDRUG 0.00 0.00 1,018,645.62 0.00 0.00 (1,018,645.62}) N N i
3358
. 10 PAY
u CBPAY COUNTERDRUG  1,155,000.00 1,155,000.00 0.00 0.00 0.00 1,155,000.00 L N Y
3358
10 TRAVEL
u C8TRAV COUNTERDRUG 0.00 0.00 1.00 0.00 0.00 (1.00) N N i
3358
uﬂ CITEST News Auth 0.00 6.00 0.00 0.00 0.00 0.00 N N N
15 TRIDENT
Q  TrRve NONBAY 6.00 0.00 0.00 0.00 0.00 0.00 N N N

Notice the OPTAR Summary calculations at the top of the screen.
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Status of Funds — JON View

To see information at the JON level, select the desired row while in the Authorization view, and

then select the corresponding JONSs icon.

Site Status

Senal Ranges

3358

OPTAR Summary
RC. cJ
OPTAR: 10
Total Autharized: 1,155,000.00
Total Curmnulative Cost: 1018646 62
Total Encumbered: 000
Total nventory lssued: 000
Balance; 13635338
¢ authorizstions for OPTAR 10
e o Annual Current Cumulative  Inventory i
JONY Authorization Description BlaRRING Fiotrs, AltharsAton Cast Tésuad Encumnbered Balance Labor Code Ceiling Fenced
10 NONPAY
CBNP COUNTERDRUG 0.00 0.00 1,018,645.62 0.00 0.00 (1,018,645.62) N N Y
3358
10 PAY
CapaY COUNTERDRUG  1,155,000.00 1,155,000.00 0.00 0.00 0.00 1,155,000.00 L N Y

The Job Orders associated with Authorization screen will open. This view provides information

on the JONs associated with the selected authorization.

Site Status
General l o Statusof Funds o Senal Ranges
Authorization Summary
RC: CJ
OPTAR: 10
Authorization: CBNP
Total Authorized: 0.00
Total Cumulative Cost: 1,015 64562
Total Encumbered: 0.00
Total Inventory lssued: 0.00
Balance: (1,018 64562)
@rders,associated’with Authorization CENP
10N Description EE Cost Acct ga;‘;”'atw‘" Closed Date
COUNTERDRUG
00015811B2E 3358 EX ASST Q 1111 1,005,933.12
COUNTERDRUG
00015811B2S 3358 SUPP T 1111 1,577.00
COUNTERDRUG
00015811B2T 3358 TRAIN Q 1111 11,135.50
oo0158I0N03 DIrectProgram g0 0.00
Group Test

Notice the AUTH Summary calculations at the top of the screen. Click on the Close button

twice to return to the OPTAR view.
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Serial Ranges Tab

The Serial Ranges tab shows the serial ranges that have been established by the FA for use at
your Site. Clicking on the Docs icon will open the Assigned Document Types window. This
provides a view of the document types assigned to the selected serial number range.

Site Status

General Status of Fund | Qerial HBHQD L

Serial Ranges associated with Site

Docs |Begin End  Current Description Serv Code SDN UIC OPTAR/RC
u 11000 11999 11090 NC2276 SAP N 00015 MN/A

lﬂl 12000 12999 12347 DD4438 H 00015 N/&

Click Close to close the Serial Ranges Tab and Home to return to the Site main menu.
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RECALCULATE OBLIGATIONS

The Recalculate Obligations tool is used to verify the actual costs of each document and to adjust
the obligated amounts on any JON to bring them back into balance. Any adjustments that are
required will be displayed on the screen after the recalculation.

Utilities. ..

Address Book

Site Status

Recalculate Obligations @

Autofill

Users will receive the following message upon selection of the menu item:

Message from webpage EJ

2 This process requires that all users be off the system. Are vou sure you wish ko
u"/ conkinue?

[ O, H Cancel ]

In order to prevent activities from having to experience any work stoppages, an automated job is
available to run this recalculation process in the evenings when all users are off the system. The
FA would control this function via the Automated Jobs Maintenance window:

Automated Jobs Maintenance
Latest .
. . . Interval Scheduled Minute
Active Description Date/Time .
Executed Type Fun Time Interval
I 11/02/2009 . c
M |» | Perform reconciliation. {5:17:04 MM |III.IIIIJ |._-.IJ
. 10/29/2009 . c
N | Process MPC Transactions. 1reaie1 MIN v |0:00 |5.0
M % | Process external B1 tranzactions. -Never- MIN - |EI:EIEI |3EI.EI
N v Recalculate Cbligations In Mon-Peak Never- NFH v |E|:E|I] |I]_|]
Hours.

Job Order Recalculation results will look similar to one of the two examples shown below:

Job Order Recsloulation

All Job Order obligation amounts are in balance,

[ Priet Canced

Job Order Recalculation

JoM EDUO0SARLO0 abligated non-labor amount 2057.13 has been adjusted to 2140.88 for a total
adjustrent of 83,75,

JoM EDUOOSAR300 abligated non-labor amount 3202.05 has been adjusted to 3080.85 for a total
adjustrnent of -121.2.

| Print || Cancel |
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Selecting Print opens the Print Preview window and allows the results of the Recalculate
Obligations process to be printed.

If the automated job is run in non-peak hours, the Recalculate Cost Log Report will be available
the morning after to provide the results.
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AUTOFILL

Utilities...
Address Book

Site Status

Recalculate Obligations

Autofil <=

The Autofill utility provides the option to automatically fill specified attributes on new Source
documents and some Memo documents, based on the last new document of the same type.
Documents that have a status of Cancelled or Initiation will be excluded.

The Select to Auto Fill Documents screen is shown below. To turn on the Auto Fill option, click
ON. To turn off the feature, click OFF. Click Select to commit a change to the Auto Fill utility.

Select to Auto Fill Docurments

Select Auto Fill Sption;

O on

@ oFF
\/
| Select || Close
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SITE FILE MANAGER

File Manager is used to manage the incoming and outgoing files for the FASTDATA database as
well as to maintain the suspended Travel, B1, DTS, and MPC files. The menu options under File
Manager are shown below:

File Manager... -

File Inventory

File Manual Export...
File Manual Upload...

Maintain Susp Ext Trans...

FILE INVENTORY

Files imported into or exported out of FASTDATA may be viewed using File Inventory.

File Manager...

File Manual Upload...

File Manual Export...

File Inventory @

Maintain Susp Ext Trans...

Upon selection, a screen similar to the one below will appear. In the top half of the screen, the
user can filter by choices such as File Type; Status; Date Received, etc. to narrow the resulting
display of files in the bottom half of the screen. (File Type Names and Statuses are defined at the
end of this section.)

Search for Files

Filter

File Type: Status: Inbound/Outbound:

) = 3 -
-

From: Physical File Search: Source External System: Sort Order:

1202002012 == Date Received v

To: Record Search: OAscending

17212013 v @Descending
Results

PAGE: 1

select File Type Physical File Datetime Received  statys Datetime Processed E‘ézturce | Inbound/  Transaction Record

(click to view) Name into Raw Data into FASTDATA erna Outbound  Amgunt Count

System
|:| B1_STAD0 Accounting Transactions to STARS-FL STAOO 12/27/2012 13:50:10 PRCSD 12/27/2012 13:50:10 Outbound $6.00 1
O B1_STAQD Accounting Transactions to STARS-FL STAQO 12/27/2012 12:55:02 PRCSD 12/27/2012 12:55:02 Outbound ($11.00) 7
|:| B1_STAD0 Accounting Transactions to STARS-FL STAOO 12/27/2012 12:46:56 PRCSD 12/27/2012 12:46:56 Outbound $4.00 1
|:| B1_STAD0 Accounting Transactions to STARS-FL STAOO 12/27/2012 12:28:58 PRCSD 12/27/2012 12:28:58 Outbound $8.00 2
|:| B1_STAD0 Accounting Transactions to STARS-FL STAOO 12/27/2012 11:41:18 PRCSD 12/27/2012 11:41:18 Outbound $3.00 1
Select Al || DeselectAl || Extract |[ Close |
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Enter search criteria and click the Filter button. The lower half of the screen displays the Results
of the search.The files that will show up when filtered can be Incoming Files/Outgoing Files.

Column definitions in the Results section are as follows:

File Type -The file name and description identified in the search criteria. The user would
highlight and click on the File Name to view the raw data in the file.

Physical File Name -The name of the file as it exists on the FASTDATA server.
Date/Time Received into Raw Data-The date and exact time the file was received in raw data.
Status-File Status (see definitions below).

Date/Time Processed into FASTDATA-The date and time the file was processed in
FASTDATA.

Source External System-The external system that generated the file.
Inbound/Outbound-Indicates whether the file was Inbound or Outbound.
Transaction Amount-The cumulative dollar amount of all the records in the file.
Record Count-The number of records in the file.

Clicking on the File Type hyperlink displays the raw data in the file. A sample is provided
below:

Raw Cists

Sanceh Crilurin

Rusuits
Bl " N ] o “w o ™ ~ » " L2l 120
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In the raw data file of a DTS file, see SPS in positions 4-6. This is the contract data from the
Standard Procurement System (SPS) that will come into FASTDATA via the DTS interface.
SPS obligation transactions are typically against NC2726s, but obligations for any contractible
document will be allowed.

This would take the place of using the FASTDATA contract process to move the CM to AO.
Since SPS already posts to STARS-FL, it will bring in the same obligation data that is already
posted in STARS-FL.

The following rules will apply to the incoming obligations:

Incoming 540N Finds existing 915 Produces final contract
Incoming 540N No existing document Generates 540

Incoming 540L Finds existing 915 Produces partial contract
Incoming 540T Finds existing document Processes as 540L
Incoming 540N Finds existing 540 DOUBLE OBLIGATES!

If a subsequent 540N, 540L or 540T is received through the SPS interface citing a different
contract than is showing on the original 540, FASTDATA shall overwrite the existing contract
information on the ACRN record.

If the activity has opted to bring in labor expenditures, they will be reflected in the STARS-FL
Expenditure Import file raw data. The document numbers that will post to the database will
reflect "LB" labor, "OT" fringe, "FG" fringe in positions 9-10 of the document number created.
These will post the labor expenditures.

Below are descriptions of the File Type Names and Statuses a user may encounter when using
File Inventory:

File Type Names

File Name Description

AH10 STARS-FL Expenditure Import

AJ10 STARS-FL Job Order Import

AJ10 INVALJO Invalid JONs Feedback Report from STARS-FL
AJ10 VALJO Valid JONs Feedback Report from STARS-FL
ASCI ASCII Text

Bl DTS DTS Import From STARS-FL

Bl FUELCHIT External B1 MILSTRIP Fuel Chit

B1 MPC Military Purchase Card

B1 STAO00 Accounting Transactions to STARS-FL

Bl STANDARD External B1 Standard

Bl TRAVEL External B1 Travel

B4 IN Job Order Transfer to STARS-FL

BUD IN Budget Builder Import

BUD OUT Budget Builder Export

FI10 STARS-FL Job Order Export

OPTAR AUTH 010 and 121 Authorizations

RC FUNDS 110 Authorizations

STARS RECON Reconciliation Inbound

UADPS UADPS Export
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File Statuses:

INIT Initial

UNPRC Unprocessed

VALID Valid

DELED Marked for Deletion

CMPLT Complete

PRCSD Processed

ERBFV Error in Processing

INEFF Ineffective date detected
File Extract:

Allows the user to extract one or more files of the same file types into a single text file. The user
saves the file to a local hard drive where it can be used in other software applications or to
reformat and upload back into FASTDATA. The site’s operational policies would dictate if
needed and if so, how it would be used.

NOTE: The Site has access to the incoming files and will be able to see the files that have errors
on them. The STATUS code will show UNPRC or possibly ERBFV as seen above. The reason
for the invalid will show up and the Site or FA can fix the problem and REPROCESS.

Both the FA and the Site have visibility of all its suspended transactions for DTS/SPS under the
Maintain External Suspended Transactions process, and both can reprocess after the correction is
made (FA adds/releases JON, etc.) This section will be covered in the next group below.

For MPC, currently only the FA has visibility for Invalid JON errors. So, the FA would have to
add the missing JON, release to the Site, and then REPROCESS.
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FILE MANUAL EXPORT

From the File Manager menu, select File Manual Export. The options available are Uniform
Automated Data Processing System (UADPS) Build and Rebuild.

File Manager...

File Imventory

File Manual Export...

UADPS Build

UADPS Rebuild

UADPS Build

The UADPS Build option is used to create an exportable file of source DD1348 requisitions for
transmission to Supply, thus allowing activities to order material without duplicate entry into a
supply system.

Selection of this menu item results in a screen similar to the one below on which a list of eligible
Source DD1348s will appear:

EBuild UADPS Batch
Export DCN Amend Status OPTAR Log
MEDUO02045E500 oo [ SOFTWARE CATALOGS
MEDUO0S074E500 oo c CYLINDERS

[ addan | | Removesn [(] Export | ) close |

To include transactions in the build, click on the corresponding Export check box. To include all
listed documents, select the Add All button. To unselect all documents, select the Remove All
button.

After selecting the desired transactions, select the Export button. A window will open to
designate a location and name of the UADPS export file.

UADPS Rebuild

This screen affords the user the opportunity to rebuild a file that for some reason did not transmit
successfully. The screen provides a list of previously built UADPS batch files as shown in the

example below.

The user would select the Re-Build radio button for the batch file to be included in the re-build.
Only one batch file may be selected at a time.
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Re-Build UADPS Batch
Re-Build Batch Number Batch Date

O — 20820 23-Mar-2009

A
( ReExport ) Cloze |

Click Close to explore the next File Manager process.

UADPS Export is not used by BUPERS.
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FILE MANUAL UPLOAD

At the Site level, there may not be many manual uploads to perform; as the FA usually schedules
the external files imports through the Automated Processes. (This will not be used by most of
the BUPERS Sites, as the files will be imported by the FA unless directed otherwise.)

However, the options are shown below for those Sites who may need to import files manually.

File Manager...
File Inventory

File Manual Export...

File Manual Upload... _

B1 - Standard

B1 - Travel

B1 - Fuel Chit

B1 - Standard

If the Site needs to manually import a B1 file, highlight “B1” from the menu above and receive:

Import B1 - Standard for Fiscal Year 2013

Select File to Import:

| Import | | Clo=se |

Click Browse to locate the B1 file. Once the file name appears in the Select File to Import block,
select IMPORT. The file is checked against the database to see if the currently logged on user
has previously imported a file of the same type, name, size (#records), and containing exact
matches of the first and last records in the file. If a potential duplicate condition is detected, a
warning will appear on the screen.

Invalid transactions are corrected at the FA or Site under the File Manager menu option
“Maintain Susp Ext Transactions.” Transactions rejected for an invalid Job Order can only be
corrected at the FA.

B1 — Travel

Most travel documents are brought in via DTS, so this is for exceptions only.
Use the same process as defined for B1 — Standard.
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B1-Fuel Chit

To manually import a B1 Fuel Chit file, highlight “B1 — Fuel Chit” from the menu above and
receive:

Import B1 - Fuel Chit for Fiscal Year 2010

Select File to Import: Browse... J

. | Import || Close | \

Click Browse to locate the file you wish to upload. Once the file name appears in the Select File
to Import block, select IMPORT. Fuel Chit records are uploaded from the Site user's local drive
to the Raw Data table where the raw data is then validated and processed.

Invalid transactions are corrected at the FA or Site under the File Manager menu option
“Maintain Susp Ext Transactions.” Transactions rejected for an invalid Job Order can only be
corrected at the FA.
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MAINTAIN SUSPENDED EXTERNAL TRANSACTIONS

Selection of this menu item allows for the visibility of any transactions that were suspended upon
import from an external system. Corrections can be performed and then the transactions may be
reprocessed into the database.

Also available from this location, is the option to INSERT a missing obligation or transaction
that can't be entered with update document, amend, or contract process i.e. the normal way
adjustments are completed. The screen for the insert is shown on one of the following pages.

Items processed on these screens require a two-step process, so the user needs to be aware that if
he makes a correction or deletion on the screen and hits SAVE, he must also select REPROCESS
to correct the transaction into the system.

User access to maintain suspended transactions is defined at the System Administrator level.

File Manager...
File Inventory

File Manual Export...

File Manual Upload...

Maintain Susp Ext Trans... @

B1 - Standard

B1 - Travel

B1 - Fuel Chit

DTS/SPS/EDVERP from STARS-FL

MPC from DAASC
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Standard B1

Use this page to correct Suspended Standard B1 transactions suspended during import from an
external system. Modify the value for any editable column to un-suspend the desired
transaction(s).

Liwraid bapandind Sambacd 61 Frsmainane

fom Sraat Vireat

WEY Lamaen Laenga Lpted \va v A
Can Ny G e ORI S TR P g My ':'_“ G Wil
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owve B [woien M ey SR G

‘S

After making the desired changes, process in two ways.

1) Select the Save button to initiate the correction process, then select the ReProcess
button.

2) Select Reprocess and receive the below message, SAVE the changes prior to
reprocessing the suspended transactions.

Windows Internet Explorer, g|

‘?rj Changes have been made.
Select OK to save changes prior to reprocessing.
Select CANCEL to discard changes prior to reprocessing.

‘ Ok ‘ ‘ Cancel

Both methods will remove any corrected transactions from the suspense file. Processing
suspended transactions, FASTDATA updates the transactions as memo records in the Site
database. FASTDATA also suspends any external transactions that it cannot validate.

If the error is “Document Already EXxists,” the user would most likely want to delete that

transaction. Review in Transaction History to see if the transaction amounts are the same and
then put a check mark in the Delete column and Reprocess.
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Inserting a B1 Record

If there is a need to insert a transaction, select the INSERT button on the bottom of the screen.
This allows an INSERT of a B1 record. If it isa NEW document, it would be a Record Type of
"N"; if it is an adjustment, it would be a "T™.

Telete . Tocaert = AN Xn mm E;: 'm“ g:wm Comtrat =2 wmcu

The screen will appear with the blank lines to fill in. In the example below, an adjustment to
decrease an 1149 document is displayed. If increasing; use a 540C and if decreasing a 540D.

Sug Reason: Invalid JOM - Noo-Labor JON Not

valid JON - Mot

- # Repracess Sz Close Adial Remove Al st

I
Select REPROCESS - (Select SAVE, must then select REPROCESS).
An error will display immediate results. Edit the entry and REPROCESS to load the transaction.

Travel B1

Use this menu item to correct Suspended Travel B1 transactions suspended during import from
an external system. Modify the value for any editable column to un-suspend the desired
transaction(s).

After making the desired changes, select the Save button to initiate the correction process. After
the changes have been saved, select the Reprocess button. Reprocessing suspended transactions
removes any corrected transactions from the suspense file. Processing suspended transactions,
FASTDATA updates the transactions as memo records in the Site database. FASTDATA also
suspends any external transactions that it cannot validate.

The screen that appears is just like the B1 screen discussed above except the travelers name and
return date appear on the screen.
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B1 - Fuel Chit

Use this page to correct MILSTRIP Fuel Chit B1 transactions that were suspended during import
from an external system. Modify the value for any editable column to un-suspend the desired
transaction(s).

After making the desired changes, select the Save button to initiate the correction process. After
the changes have been saved, select the Reprocess button. Reprocessing suspended transactions
removes any corrected transactions from the suspense file. Processing suspended transactions,
FASTDATA updates the transactions as memao records in the Site database. FASTDATA also
suspends any external transactions that it cannot validate. The screen is the same as the Standard
B1 above.

DTS/SPS/EDI/ERP from STARS-FL

Use this page to maintain Suspended transactions suspended during import from STARS-FL.
Can only delete or Reprocess the suspended DTS transaction. It cannot be corrected on this
screen. The cause of the suspension can be corrected elsewhere in the system and then
reprocessed from this screen.

Reprocessing suspended transactions removes any corrected transactions from the suspense file.
When processing suspended transactions, FASTDATA updates the transactions as memo records
in the Site database. FASTDATA also suspends any external transactions that it cannot validate.

Note: One of the main causes for suspension of DTS and MPC files are No funds available.
Users have requested that the FA be allowed to set the imported external MPC, DTS, SPS
transactions to be exempt from funds check (without having to take the check off to process
and put it back on once processed.) The FA can remove the External Interface Funds
Check. It should eliminate many of the suspensions for DTS and MPC files.

MPC from DAASC
Use this page to maintain Suspended MPC transactions suspended during import. Follow the
same process as the DTS or SPS.
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APPENDIX A-TRANSACTION IDENTIFICATION

Identification of commitments, obligations, receipts and expenditures are as follows:

STARS/FL FASTDATA Type Transaction
Execution Code | Transaction Code in
reports
915 CM Commitment
540 AO Obligation (not on DD448 docs)
AD Obligation when Contract entered on Cat 2 DD448
AR Obligation on Cat 1 DD448 on Acceptance
510 RP Accounts Payable, Public
RG Accounts Payable, Government
610 EV Expenditure from the FA or manual entry
EC Expenditure from a Memo Labor entry
An “R” type transaction for STARS/FL (indicating a
JON, EE, OMB OBJ CLASS, Traveler’s Name,
N/A RT Estimated Return Date or Country Code change)
A “U” type transaction for STARS/FL
(indicating a Contract Number, Contract ACRN or
N/A UT Call change)
N/A NE Non-Exportable Transaction
Values and meanings for element “Partial Code” in some reports are:
Partial Code Meaning
I Initial entry of a document/memo (STARS/FL “N”)
T/Space An adjustment entry to a dollar value (STARS/FL ‘T”)
P A partial 510 or 610
F A final 510 (Q) or 610 (C)
L A partial liquidation of a commitment
Generates RT - a “R” type transaction for STARS/FL (indicating a JON,
EE, OMB OBJ CLASS, Travelers Name, Estimated Return Date or Country
R Code change)
Generates UT - a “U” type transaction for STARS/FL (indicating a Contract
U Number, Contract ACRN or Call change)
C Cancellation
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APPENDIX B - CREDIT CARD PROCESS OPTIONS

There are two processes in the management of the credit card process. Each option will be
discussed and the elements involved in each process outlined. Regardless of which option is
chosen, both require that prior to using a credit card for a purchase that an internal document be
prepared in FASTDATA to provide a funds availability check and reservation of funds. The user
then purchases the item(s) with a credit card. The resulting purchase generates accounts
payable(s) that are transmitted directly by CITIDIRECT to STARS-FL on a “CC” document
number generated by CITIDIRECT. The same file that posts in STARS-FL is imported from
DAASC into FASTDATA and is called the Military Purchase Card (MPC) file. The “CC”
document number generated by CITIDIRECT will be available in FASTDATA and STARS-FL.

Option A will use the cross reference feature in FASTDATA to liquidate the internal document
obligation, leaving the accounts payable and expenditure on the credit card documents. Option
B will leave the obligation on the internal document and a Cost Redistribution of the expenditure
is done from the credit card document to the internal document. Both methods will eliminate the
double obligation but the timing of the reduction of the double obligation is different. Option A
reduces the double obligation status on a daily basis and is based on the accounts payables
generating from CITIDIRECT; and Option B leaves the double obligation on the accounting
records until the credit card bill has been paid and a 610 expenditure posts in STARS-FL.
The elements required to manage the credit card process using Option A: CC Cross
Reference

e Requires credit card source internal document to be prepared prior to use of the credit

card to provide funds availability check and reservation of funds.
e Requires that all final JONs reside in CITIDIRECT, FASTDATA, and STARS/FL.
e Requires that the MPC file be imported into FASTDATA.
e Initial transactions post to the default JON in CITIDIRECT.

e At the same time the MPC is obligating in FASTSITE with a 510 (RP) transaction, it is
also sending a 510 to STARS/FL for the “CC” documents.

e Requires that Reallocations of costs are done in CITIDIRECT reversing the original
charge from the default JON and SDN to the new SDN and final JONS, unless the default
JON is the final JON.

e Once the final JON has posted in FASTDATA the credit card cross reference is
performed. The cross reference manages the double obligation status in FASTDATA
and sends de-obligation to STARS-FL so it should be done in a timely manner.

e Once the cardholder statement is approved at the end of the month, CITIDRECT gets
paid by DFAS creating the 610 expenditure in STARS-FL.

e The FA Automated Processes imports the expenditure file from STARS-FL.

e The expenditures are posted in FASTDATA Site for the “CC” document.
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This ends the life cycle and all document charges/payments remain on the “CC”
document.

The elements required to manage the credit card process using Option B: Expenditure
Cost Redistribution in STARS-FL

Requires that the credit card memo internal document to be prepared to provide funds
availability check and reservation of funds.

Requires that all final JONs reside in FASTDATA and STARS-FL only.
Requires that the MPC be imported to FASTDATA.

At the same time the MPC is obligating in FASTSITE with a 510 (RP) transaction, it is
also sending a 510 to STARS/FL for the “CC” documents.

Requires only one default LOA/JON in CITIDIRECT for each account. All transactions
post to the default SDN and JON in CITIDIRECT.

Does NOT require that reallocations of costs in CITIDIRECT to the final JONS.

Once the cardholder statement is approved at the end of the month, CITIDRECT gets
paid by DFAS creating the 610 expenditure in STARS-FL.

Requires cost redistribution of CC transactions to final JON on the credit card memo
document be done in STARS-FL generating expenditures in STARS-FL that reverse
original charge from the default JON and CC SDN and move it to the credit card memo
document with the final JON. Cost Redistribution can be done in FASTDATA FA or Site.

Cost redistribution in STARS-FL is done by using fast path TFCR at SDN/ACRN level.
If done in FASTDATA it can be done at the FA or the Site level.

Do not use job order cost transfers as they do not flow from STARS-FL to FASTDATA
and will put your documents out of sync and are only at the JON level. They can be done
in FASTDATA FA or Site and will flow to STARS-FL at the JON level.

Cost redistribution must be completed as soon as the 610 posts from the payment to the
CC document in STARS-FL before month end closeout to prevent the double obligations
from being reflected in the month end closing statements.

The effective date of the cost redistribution must be no later than the last day of the
closing month.

The debit and credit expenditures from the Cost redistributions will export to
FASTDATA and reconcile the documents if the Cost redistribution is done in STARS-FL.

This will end the life cycle of the document.



When a contracted document is issued and the credit card is used as a method of payment either
of the two options is available to use in processing and managing the transactions on the credit

card documents.

To view the transactions throughout the life cycle of the document, go to Reports/Transaction

History.

Reports...
Statu

s of Funds

Transaction History §

Document Status Log...

Liquidated Document Status Log

Reconciliation_ .

Financial Framework

Filter the report by the document type — highlight and then click on RUN REPORT. Or put the
desired Document number in the DCN filter field and click on FILTER. Then highlight the

DCN in the DCN field and RUN Report.

Flber: AND BME IN (D5 AND DOC TYFE IN ('CC)

Transaction History Report

FA: N3SE0A Site: 05 RC: 2A OPTAR: 05 FY: 2009
DCN: N6321409CCMMN29
Crérek DOV Exp OB Fedurn Doa Typs Last  Cby  Dooument
ACEM Contraot 1D ACAN Cal ok rdar Els  Clatg  Travsler Dats amand  Co Statun Cost
Ah 63214205100 T 250 CREDIT CARD 0p0gzs Compiete 3636.40
Trane  Trans Trans Trang Partlal
EXP Typs Date aty smourt &mand  pnq.  WTE  Tranaaction Description
[2:48p. 5'-"'-:-":2 dbuser EI .°L.TC\|AT Tecord=T71;
¥ AD 1112/2003 00:00:00 D 5445 0OD023 T !
A AD 11142005 D0:00100 o 5445 00024 T
¥ AD 1111472003 0000100 D 3445 0OD0Z3 T
Y Ev  11/2972005 11:.03:84 3E36.40 00OODO P 2 1 lenames -\--\H 0-20081129-100E35 Medate=11/2972003
<08 5’=-1 033, tbuzer d .‘L.TC-\i.‘T\.. record==5d,
DCN: N6321409CCMMN2ZB
Crarst DOV Exp  Ob Fadurn Doo Type Last Gy Dooumend
ACRN Contrast 1D ACAN Cal ok Drdar Els  Clagp  TravElr Dats amand  Co Status Cost
Al 632142051E0 Q@ 250 CREDIT CARD iEiili] Complete 3445
Trang  Trans Trans
EXP Typs Dale aty gr:‘;i?.i Amand ggréleal NTE Transaction Deacription
¥ ACQ 10M17/2005 D0:00400 o 5445 00OOO 1 fliename=0aLYEN9191206 231 0cflledate=10723/20)
[1:4Epsze=-003 68 dousend=AUTOMATIC, =217
Y Ev 11222005 11:03:44 3445 0CODO P Expandilure Balch:SMEDIEI34 1 Mlename= A-AH10-20081129-1 00635 Mledale=11/29/2003

[£:08p:size=1 2035, douserd=-AUTOMATIC record=55;

Other valuable reports for credit card management are available in the Site. Under the Reports
menu/Credit Card Reports you will find FIVE reports. Credit Card/Requisition ACRN X Ref;
Requisition ACRN/Credit Card X Ref; Credit Card/Credit Card Doc X Ref; Credit Card

Reconciled (NEW); Vendor.
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Credit Card Reports...

Credit CardiRequisition AC
Reguisition AC
Credit Card/Credit Card Doc. X-Ref

Credit Card Reconciled

Vendor

CREATE CREDIT CARD SOURCE DOCUMENT

This will illustrate the steps required to create a Credit Card Source document. The advantages
of using this document as the credit card internal document to reserve funds will be discussed.
The creation of this document will generate an obligation to export to STARS-FL and can be
Amended, created as Initiation, Cancelled, and Reinstated.

The Credit Card Source document was specifically designed to be utilized in conjunction with an
activity’s credit card purchases.
FASTDATA Credit Card Document (Non-MPC) can be amended, is allowed to have Multi-
ACRN/Multi-Line items, and can be an Initiation document when created or amended. The
FASTDATA Credit Card document will be an ‘MD’ Source document. The Miscellaneous MD
document will continue to be available. Serial ranges for Credit Card and Miscellaneous
documents will not be allowed to overlap. Each of the two types of MD documents must have
their own separate serial range in the Sites.
Reference to the Credit Card related source document and transactions within FASTDTA are
identified with two different names. Miscellaneous Credit Card source document that a user
enters online to reserve funds are referred to as credit card source documents. Credit card
transactions imported into FASTDATA through the External Interface MPC processes are
referred to as MPC transactions and are CITIDIRECT generated “CC” documents.

a. The CC Source document (MD) includes the ability to save the CC source (MD)and its

amendments in an Initiation status.
Cancel/Reinstate of source/initiation documents/amendments are also impacted.
The CC Source document (MD) will be multi-ACRN and this will require each line item
to be tied to an ACRN.
d. The CC printed document (MD) was enhanced as it will print the ACRN information:
ACRN ID, JON, OOC, EE, NTE Code, Country Code, ACRN Amount. This will print in
a tabular format to accommodate multiple ACRNS.
Users will have three signature blocks at the bottom of the CC document (MD).
Users will have the ability to print the basic and/or amendments.
The CC source document will continue to have “MD” in position 9-10.
A cancellation of the basic source CC (MD) will be allowed until a Receipt has been
posted.
Amendments can be cancelled in reverse order of creation. Amendment 01 cannot be
cancelled if there is an amendment 02, etc.
j- An Amendment cannot be created if the previous basic or amendment is in initiation
status.
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k. Cost Redistributions will be allowed on this CC Source document (MD) which is
Credit Card management OPTION B.

I. If used in the Cross reference process for CC processing option, then neither a
receipt nor expenditure can be on the document, same as all other documents used
in the XREF process. This XREF process is Credit Card management OPTION A.

m. The CC Source document (MD) will create a 540 AO transaction that will obligate in
FASTDATA and send in the accounting batch to STARS-FL. There will be no CM
commitment involved in this document and it does not require Contract process.

Funds will be adjusted by all Credit Card source documents created unless saved as an Initiation
document or Initiation amendment. An obligation will be generated upon creation of the
document. This eliminates the problem with the DD1149 document used in the credit card
process that generates a commitment instead of an obligation on the accounting records. The
Credit Card source document can be printed and also can be adjusted using the amendment
process. Neither a Credit Card source document nor an imported MPC transaction may have a
Contract entered against it under Contract Process. The Credit Card source document can be
displayed, Correction after Export can be performed for various fields, and Cancellation is
allowed.
See Document / New / Source / Credit Card for procedures to add a new CC Document.
CITIDIRECT IMPACT
This section will illustrate the steps performed in CITIDIRECT and the affects in FASTDATA
and STARS-FL. The difference in the functions in CITIDIRECT will depend on the Credit Card
Process OPTION that is chosen to manage the activity’s Credit Card Process.
When the purchase card is used to pay for authorized purchases, the vendor processes the
charges to CITIDIRECT. CITIDIRECT generates the credit card SDN for these transactions and
sends the file to STARS-FL which will place an accounts payable (510 transaction) on the
accounting records on a daily basis. The transactions generated by CITIDIRECT are submitted
on a default LOA (JON) that has been provided to CITIDIRECT for the cardholder whose card is
being charged.
CITIDIRECT provides the file to DAASC (Defense Automatic Addressing System Command)
which then sends it to STARS-FL. DAASC retains a copy of the file which FASTDATA then
pulls into the database. This file is the MPC (Military Purchase Card) file. FASTDATA will
generate a 540 and post the 510 accounts payable from DAASC. This file will also have the
CITIDIRECT generated DCN and the activity designated default LOA (JON).
Depending on which of the Credit Card Options the activity chooses to manage their credit card
process, CITIDIRECT will treat the transactional flow to STARS-FL and FASTDATA ina
different manner.
e Option A — using the cross reference process will require that a REALLOCATION be
performed in CITIDIRECT. We will discuss this further.
e Option B — will not require any further processes in CITIDIRECT. The default LOA
(JON) will be used to process the payment and Cost Redistribution to the final
LOA(JON) will be done in STARS-FL after the 610 has posted.

CITIDIRECT reallocation process is used to reallocate the charge to the default LOA (JON)
moving it to the final LOA (JON). This process will generate a credit to the default and a charge
to the final JON. To perform reallocation in CITIDIRECT the final LOAs (JONS) must exist in
FASTDATA, STARS-FL, and in CITIDIRECT. In this process the MPC transaction to the final
JON (after the reallocation is done in CITIDIRECT) will be cross referenced to the internal
credit card memo document to reduce the double obligation status.
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The terms REALLOCATION, CROSS REFERENCE (X REF), and COST
REDISTRIBUTION are often confused.

¢ Reallocation can only be done in CITIDIRECT if the final LOAs (JONS) exist in
CITIDIRECT. It credits the accounts payable on the default LOA (JON) and charges the
final LOA (JON).

e Cross Reference (X REF) is done in FASTDATA and liquidates the obligation/accounts
payable on the internal credit card memo document that provided a funds availability
check by cross referencing it to the CITIDIRECT “CC” generated SDN.

e Cost Redistribution is done in STARS-FL using the TFCR or in FASTDATA at the FA
or Site level moving the 610 (EV)expenditure from the CITIDIRECT SDN to the internal
credit card source document.

Much of the credit card related information that is in CITIDIRECT is also in FASTDATA, such
as the bank name, credit card numbers, credit card holders and vendors. This information is
maintained in the Site module and can be manually entered or it will populate the data by the
credit card information importing in the MPC files. The credit card maintenance window will
allow manual updates if activity does not want to wait for CITIDIRECT information to import in
an MPC file.

See section Credit Card / CC Maintenance.

MILITARY PURCHARD CARD FILE INTERFACE TO STARS-FL AND FASTDATA
This section will discuss the Military Purchase Card (MPC) files and the role these files play in
the Credit Card Process. The import of the MPC files will affect OPTAR funds and will match
transactions posting in STARS-FL.

The import of the Military Purchase Card (MPC) file is the process where the actual transactions
from CITIDIRECT are recorded at the FASTDTA Site. This file is a duplicate of the
CITIDIRECT “CC” documents that are also being posted to STARS-FL.

Contact the FASTDATA Help Desk for setting up the MPC interface with DAASC. The FA
will set up the interface and receive a USERID and password from DAASC. The file will be
controlled in the Automated Process feature of the FA and it will be set up to pull the file every
X minutes. Normally DAASC receives a file from CITIDIRECT once a day but if more than
one is received by DAASC FASTDATA will retrieve it with settings of importing the file every
X minutes.



MPC Transactions

510

510 FASTDATA

ADMIN

FASTDATA
SITE  J510.RP

When the credit card is charged at CITIDIRECT the MPC file will import an RP transaction to
obligate the credit card charge to the default LOA (JON) in the Site. If the charge is reallocated
by the Cardholder in CITIDIRECT to the final LOA (JON), the MPC file will then import a
credit RP transaction to clear out the charge to the default and a charge to the final LOA (JON).
These transactions should appear within a day of posting in STARS-FL depending on the timing
of the automated process and when the MPC file is set to import. If the transactions do not
appear within a day or two in the credit card X Ref utility or the Transaction History report, then
there are some troubleshooting areas to review to identify if there is a problem.

1. First, go to STARS-FL and use FASTPATH RDOC to view the document details.

Determine if the missing transaction is in STARS-FL and if so what date it posted.

2. If the transaction is not in STARS-FL yet, it will not be in FASTDATA either.
a. Check the FASTPATH TEXV to see if it is on the exception report for some reason.

b. The issue may be due to timing of when the CITIDIRCT file was sent to STARS-FL
and may be in the next file.

c. The credit card used for the purchase may be a bulk funded credit card. If so, the
reallocated transactions will not post in STARS-FL or FASTDATA until the
Authorizing Official (AO) releases the monthly bill.

3. If the transaction is located in STARS-FL and the date is within a day or two wait a day
and check FASTDATA again to see if it has posted.

4. Check in the Site to see if the transaction suspended.

Correct Suspended MPC Transactions.

Used to maintain Suspended MPC transactions suspended during import. You are limited to
deleting the suspended MPC transactions or Reprocessing the transactions. You can’t correct
MPC transactions at this screen. You may, however, correct the cause of the suspension
elsewhere in the system and Reprocess the transaction from this screen.
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If the error message is No Funds Available, the FA would need to add more funds and release to
the Site, or another document would need to be updated to decrease so the transactions can be
allowed to flow into the Site and Cross referenced. Sometimes with the increases and decreases
flowing into the Site daily the obligations on the JONS will get out of balance. If there are No
Funds Available messages user may wish to Recalculate Obligations to see if that adjusts any of
the JON costs enough to allow transactions to post.

This can be located under utilities, Recalculate obligations. All users will need to be out of the
Site for this process to be performed.

Pop Up will notify user that all users must be out of the system. Make sure that all other Site
users are out of the Site.
Select OK.

Windows Internet Explorer

92

s/ Ths process requres that &l users be off the system, fre you sure you wish to cortinue?

l oK j Canced |

Notification will display if all is balanced or if something is out of balance.

Job Order Recalculation

All Job Order obligation amounts are in balance.

NOTE: There isa FUNDS CHECK for external MPC/DTS imported files at the FA that
they can turn off so that these external files that processed in STARS-FL already can be
imported into FASTDATA without suspending due to funds not being available. If the FA
has this feature turned off then you will not have MPC transactions suspending due to lack
of funds at the Site level. If Site is low on funds and the transaction posts, it will allow the
cross reference to be done. It will also reflect a negative balance until this is done and will
prevent the Site from creating any new documents until the Cross reference is performed
and the double obligation is resolved.

Re-Processing suspended transactions removes any corrected transactions from the suspense file.
When you process suspended transactions, FASTDATA updates the transactions as memo
records in the Site database. FASTDATA also suspends any external transactions that it cannot
validate. User access to maintain suspended transactions is defined at the System Administrator
level.
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Note: Site Users will not see the Site ID field.
e To delete transactions put a check mark in the delete box and Select Reprocess.
e To Reprocess the transactions once the error has been resolved, Select Reprocess.

| T3t Semcemard M Trstmmnces

=t e e

| VT -—y
You can filter by DCN, ACRN, JON, EXEC CODE, or File Name.

e Sort Order - You can sort by DCN, Exec Code, ACRN, JON, or File Name.
e Ascending/Descending - Allows you to sort in either Ascending or Descending order.
o Filter - Initiates your search

MPC transaction not found — File Inventory
If there are no suspended MPC records and all other trouble shooting suggestions have been
reviewed as noted above, it is possible that your MPC file has imported and is UNPROCESSED
status due to an error in the JON. This can be viewed in the Site and at the FA level under the
File Inventory.
Select File Manager/File Inventory
Use this page to search for Incoming/Outgoing files that have processed via the Interface File
Management system and are part of the Incoming/Outgoing File Inventory. Once you have
entered your search criteria and selected the Filter button, the results of your search will display
in the Incoming/Outgoing File Inventory Results section of the page.
B1 _MPC — Military Purchase Card is the file name you would search for in the filter. The file
would be unprocessed or have an error so the status field would be important to review.
OPTION A DEFINED
This section will illustrate the steps required to perform the Credit Card Cross Reference
(X Ref) between the MPC CITIDIRECT document number and the internal Credit Card Memo
document used to validate the funds availability prior to use of the credit card.
When Option A is used, these events will occur:

o Create the Credit Card Source document to validate the availability of funds prior to

using the credit card

e Import the MPC files daily

o Perform reallocations in CITIDIRECT to the final LOA (JON)

e Perform the Credit Card X Ref at the Site level to liquidate the internal document used to

reserve funds.

By performing the Credit Card X Ref process when the MPC file is imported with the final LOA
(JON), the double obligation in FASTDATA and STARS-FL will be eliminated. The Credit
Card X Ref is often confused with the Cost Redistribution. Both eliminate the double obligation
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but the timing is different. The X Ref process allows the internal Credit Card Source document
to be liquidated as the CITIDIRECT MPC file brings in the obligations (accounts payables)
that cause the double obligation status. This moves the cost from the internal document and
leaves it on the “CC” document. The Cost Redistribution is performed using TFCR
FASTPATH in STARS-FL and is done after the expenditure posts in STARS-FL. It moves the
cost from the “CC” document to the internal document.

FASTDATA will not display a requisition document to Cross reference if there is a receipt
or expenditure recorded on the document. It will also not be displayed if there is a
“partial” contract process done on a contracted document, or if the contracted document is
being used with a Multi-PIIN/PIIN ACRN. An Initiation document or ACRN on an
Initiation amendment not on the Source document will also not be available for Cross
reference.

Step 1 Select Credit Card/Credit Card X Ref

Funds Management...
Documents...
Receipt Proc
Expenditure Process. .
Trans Suspension
Credit Card...

Credit Card Maintenance

Credit Card X-Ref

Reports..

File Manager...

Utilities....

Step 2 Credit Card Cross Reference Screen will appear.

(oot Cart Crons Swterarce

s
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A list of the MPC DCNs will appear. Only the “CC” CITIDIRECT MPC DCN will appear in
the MPC DCN field.

The filters at the top of the screen are designed to help the user customize the information
retrieved and displayed on the screen. PAGE: will show the user how many pages of MPC
DCNs are available for the X Ref process.

Displayed on the X Ref utility screen are;
e Release checkbox

¢ MPC DCN

e Amendment number of the MPC DCN

e P/F — partial/Final

e MPC Amount

e Reconciled check box (New Feature)

e Requisition DCN/ACRN Amount OPTAR Log Description
e Transaction Date

e Vendor

Due to the volume of documents that accumulate during the year, a new feature has been built
into the FASTDATA Web to allow the default transactions (debit and credit) that zero out to be
reconciled and moved off the main X Ref screen. The capability has been added to mark the
MPC transactions when the user puts a check in the ‘Reconciled’ column. FASTDATA will
validate that the reconciled transactions net to zero. An MPC can be reconciled or cross
referenced but not both. A filter exists to select documents by ‘Reconciled’ or ‘Not
Reconciled’.

A filter also exists to select document by amount and absolute value. This will be valuable when
searching for the default debit and credit transactions as it checks ABSOLUTE Value of MPC
Amount bringing all document having both positive and negative values of the amount entered in
the MPC Amount field.

Fill in the amount and select Filter.

The MPC DCN will be the same document number and a different amendment number for each
credit card swipe. The default LOA processed and then the reallocation zeroed the default LOA
and charged the new MPC DCN with the final LOA (JON). It is the DCN with the final LOA
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(JON) that is to be Cross Referenced. The default will be reconciled and removed from the main

Cross Reference Screen.  Select the Reconciled button for both transactions and Select
Reconcile.

Credt Cart Coums Anbuesnce

e

PALL

fwmm Amand 20 PG demzad Has=roled hegasliar OON ACRN  Rag A Oplar Lag ODeasrgtan Tiarsazor Dete Ve

The only transaction remaining is the one to the final JON to be Cross Referenced to the Internal
Document. Select the Requisition DCN/ACRN from the drop down box to Cross Reference to
the MPC DCN. When Selected the RELEASE check mark will populate automatically. Select

the partial/final indicator for the document. Then Select Save X Ref. Close the Cross Reference
Screen.

PAGE 1
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Step 3 View Documents in Reports/Transaction History

Troraater

™ |

ol JERt

Enter document number in the DCN Filter and Select FILTER.
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The DCN will appear in the DCN field. Highlight it and Select RUN Report.

Transaction History Report

e N Rt e
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FA NISSOA Son 4 RC: 3 OPTAR: ND FY: 2008
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The Internal document that was used to reserve funds has been de-obligated and the resulting
decrease will flow to the FA and on to STARS-FL to eliminate the double obligation. The
Charge remains on the MPC DCN awaiting the expenditure to post after the credit card bill has
been paid by DFAS.

Step 4 Undo Cross Reference

The ability to “undo” a cross reference that has been released and exported has been added to the
FASTDATA Web. A filter is available to specify “not-exported” Or “exported”. An exception
would be if an expenditure or receipt was received from STARS-FL and posted after the cross
reference had posted. If this happens FASTDATA will undo the cross reference, but will not
send an adjusting transaction to STARS-FL nor update the funds.

Select Credit Card/Credit Card X Ref

B-13



Funds Management...

Documents.__

Receipt Proc

Expenditure Process...
Trans Suspension
Credit Card...

Credit Card Maintenance

Credit Card X-Ref Q
Reports..

File Manager...

Utilities....

Select EXPORTED and FILTER

[T T————

PROE
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All MPC DCNs that have been exported will display in the results box with the release checked
and the requisition DCN in the display window.

e Clear the requisition/ACRN box

e Uncheck Release

e Select Save X REF
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FASTDATA will generate a transaction to reinstate the commitment or obligation that was
previously reversed.

[t e SEx At 2 MEC Ammumt Rersecind & DEN  ACAN  RegAmt Grew Log Cwssreten Coarmactur Cwiw e
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Hint: View transaction history report to view the restoratiMe obligation.
Step 5 Document Cycle for the MPC “CC” document when using Cross Reference process

Expenditures

¢ Once the cardholder
statement is approved at the
end of the month, Citidirect
gets paid by DFAS 610

« Payment creates a 610 610
expenditure that gets sent to
STARS-FL

FASTDATA

¢ The FA Automated Processes ADMIN
pulls the expenditure file from
STARS-FL

» The expenditures are posted
in FASTDATA Site for the FASTDATA
“CC" document SITE 610

» This ends the life cycle and all
document charges remain on
the “CC" document.

Step 6 Reminders on the CC XREF process:
1. A contractual document being XREF’d must show a FINAL contract or none and

not partial on it to XREF the document and for it to be visible in the
Requisition/ACRN drop down box in the XREF utility.

2. The Internal Document used to reserve funds can’t have an expenditure or a receipt
on it or it will not be available to use in the XREF process. You would see this in
transaction history of the document as an EV or and RP.

3. The CITIDIRECT generated MPC “CC” transaction can ONLY be XREF’d once
to an internal document.

4. Reconciliation in the CC XREF process is described above. Default MPC “CC”
documents and the credit default can be reconciled and removed from the XREF
screen. To view after reconciled use the reconciled tab above and select filter. If
you copy and paste one of the MPC DCNs in the MPC DCN field on top and select
filter it will pull all transactions plus and minus together for that document so you

B-15



can select the default plus amount and minus amounts to equal zero by checking the
reconciled block. Then select the Reconcile block. They will disappear from your
XREF screen to clean it out to only those documents that need to be XREF’d. To
view those already reconciled — in the above tabs select reconciled and FILTER.
You will see all those you have reconciled as an audit trail. Discussed in Step 4 of
this section.

5. UNDO an XREF - this is to undo the XREF done to the wrong internal document
or if final is selected by mistake and needs to be partial. The three steps to do this
are on located in this section Step 6. (Partial/Final refers to the way the internal
Requisition/ACRN document is liquidated all or part and is not related to the MPC
“CC” transaction itself.

6. A Requisition/ACRN document that has been contracted by FISC with multiple
Contract Numbers/Contract ACRNSs will not be able to be XREF’d. Those
documents will not appear in the XREF drop down for Requisition/ACRN.

7. If a Requisition/ACRN was contracted in error with two different Contract
numbers/delivery orders/contract acrns as a TYPO you can identify this by viewing
contract process to see if more than one instance shows for that Requisition/ACRN
also if you go to UPDATE document and select the Requisition it would pull up a
box with more than one instance to select from. This would be an indication it was
contracted incorrectly. (See the section for NC2276 Contract process New/Edit for
resolutions).

8. If you are looking for a dollar value (whether plus or minus) and it isn’t on the same
page of the XREE screen, you can put the value in the top MPC amount field, Select
absolute value, then select FILTER. This will bring up the plus and minus amounts
up for that dollar value on the screen for you.

9. If the contracted document being XREF’d to the CC MPC document has been
obligated via the SPS interface from STARS, then the XREF will be allowed on the
screen, but it will not export. FA will need to submit a helpdesk ticket requesting
the DBA to mark the SPS document to allow the export to STARS and draw down
the double obligation both in FD and in STARS. (This is a temp workaround until a
future release when the SPS restrictions will be relaxed.) To determine if the
document is SPS you can look at the transaction history description field and if it
shows the AO line came from a DTS/SPS interface file then that is why it is not
exporting off the XREF screen.

10. An MPC document can be Reconciled or XREF’d in FASTDATA Web, but not
both.

OPTION B - COST REDISTRIBUTION IN STARS-FL AND FLOW TO FASTDATA
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Setting up FASTDATA for the MPC file using the Cost Redistribution can be done in two
different methods. It depends whether the default JON used in FASTDATA for the Cardholders
is also used in the Sites OPTARS or if it is a separate JON.

» Default LOA/JON set up in each Site where the internal document is being generated to
reserve funds will double obligate in FASTDATA and STARS-FL until Cost
Redistribution is performed (the same as the X Ref process).

» Default LOA/JON set up as a separate Site in the FA to hold all the MPC obligations
until the Cost Redistribution occurs in STARS-FL and is imported to FASTDATA
leaving the costs on the internal documents. The Credit Card Site should zero out costs
as the Cost Redistributions post the credit expenditures to the CITIDIRECT DCNs.

If the default LOAS/JONSs used for credit card purchases are set up in a separate Site for Credit
Card purchases with default OPTAR(s) and Authorization(s) set up, do not use the check for
funds on the credit card OPTAR(S) as the funds will be authorized in the Site where the final
JONSs and internal documents reside. When creating the Credit Card document to validate the
availability of funds, use the OPTAR/Authorization funds available. These
OPTARS/Authorizations will have a check for funds set to ON.

» Perform that function in STARS-FL using FASTPATH TFCR

» Take the credit card document with the expenditure (610) posted and redistribute

the costs to the internal document/ACRN

Step 1 To perform the Cost Redistribution - Logon to STARS-FL.
Step 2 Select CICS9XP production.

i 2 roduction
s _CICS9XP CICS Pensacola Production
CKHS15 VH/VYSCS Office Vision Systen

STARS/FI Hasn/ 2000
MAIN MEND PRINTER

I8 ORDER INPUT PROCESSING
RARSACTIUN PROCESSING
LADOR PROCESSING

i REFPERI/JIRUUIRY PROCESSING

5 SUSPINSE PROCESSING

h UYE NAINTENRANCE PROCESSING
KARSACTIUN HISTURY

B FAA SYSTEN TARADLE WAINTEMANC

V) AAA SYSTER TABLE MAINTERARC

10 SECURITY TABDLE WAINTENARNCE

11 DFEAS TABILE YAINTENANCE

12 PIRECT CITE ACCOUNTING
BORS PROCESSTHNG NENN

14 STARS PROPERTY ACCOUNTING

15 INN/DOC/LOA REGTON TROQUTIRY

FNTER SFLECTTION:
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Step 4 Document Cost Redistribution allows a cost transfer at the document level within a given
line of accounting and is used on expenditures only.

The transfer screen will appear:

REG: PERP STARS/FI Wosu/ 2809
DOCUMENT COST REDISTRIBUTIONM

EFF DTE g49/82/09

HARSHFERKRING HRUY F1IN

DOLC KR ACREN ‘11 ACEN CALL NW

FF nng

THARSFERRING T0
0oC BR ALKN N CLIN SLIN AVOUN

» The effective date is automatically filled with today's date.

* The Transferring From information would be the "CC" CITIDIRECT document number
and ACRN. Type in the DCN and ACRN.

» Hit enter and the amount of 610 available to redistribute will be filled automatically.

FuURI STARS/FI
DUCUMENT COST REDISTRIGUTION

DIk as82/09

ARSFERRING FROUN FLIN
/ DOC WK ACRN ACRY CALL m#

WOZZIHNVCCNYNRNN AR

El | 104 68 10N H3220983100 CUN AY . e NP1 ANI 408 . 0@

* The Transferring To information will be the internal document number and ACRN that
the 610 costs are being moved to.
« Fillin Doc NR, ACRN, and AMOUNT.

LA STARS)
POCUNERT CosT REDISTRINRIION

e v

ANOUNT
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» Add one DOC NR/ACRN and amount on the transferring to section or continue and add
several before saving.

*  When one doc/ACRN is done at a time, the Transfer From document will reflect each
separate transaction as a 610D and will reflect the "TO™ doc number in the memorandum
field in the STARS-FL FASTPATH RDOC.

» Doing one at a time, use the PF4 function to REPEAT and the FROM information will
remain on the screen with the new amount still available to use in a cost redistribution.

»  When multiple documents are done on the same screen, the Transfer From Document
will reflect the first document number and one 610D in the RDOC screen.

* The “CC” credit card document costs will decrease and eventually zero out as it is
transferred to the internal documents.

STARS/JFL US/N372809 1B B9 14 LXRINSE

ACEN I1NOWISY O

» The internal documents will reflect the costs. The CITIDIRECT DCN the expenditure
was transferred from will show in the description field of the internal document.

FrP REG: FHNRT STARS/FL B9/683/2809 18:87:85 LXIR2BS3
DOC/ACKEN LHUUNLIRY DISFLAY YAGE ]

POC NE: HNEIZ22089CCHE0EY ACAN Al DIS TRIP REC NR: YIN-X

FLIN: ACRN SPLIN/CAI R CLIN SLIN;

G 17 Th: @@ APPN: 69168684 SBHD: 2200 OR/0CH: A56AA SX: @

JI0B {(RDER N® CTH EE 00 SP1IN CLIN SLIN iE ES) DIE COUNRP BRIE ST ¢ Gav1

UEFFE L ERE Y | ) Q/UI/0Y BYsHOA/US ( o

Bl AV C4p Avi 548 AW SI0 AW GIN AN
He e wi N 18 08

ANT 015 AWT oTYv R Q1Y FROZEN ANT
.88 6d a i an

BSERID DESCRIFPTION | Avoumi EXEL FY D QUARTIlY

KL91%0S FASTDATA LN .0 4 { ! " HO/B2/09
KL9156S NGI22809CCNVNNR 198 .04 > n gosR3/a89

« By Tabbing back to overlay the effective date to the month end date during month plus
one and then clicking Enter results in an error that the date is invalid.
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KEG: FNRI STARS/HL AN /R /7 7HRY
DOCUMENT COST REDISTRIBUTION

EFF T YED
IRANSEFHRING FROY

Dac NR RCRN

HNG3Z28BUCCNUNRR

EE: a0c JON; CUR AV

TRANSFEARING TO PIIN
HUC NE ACEN RCHN  CALL hR L] AREOUNT

INVALID EFFECTLIVE DATE EMTERED
FPHELP 2-REFRESH 3-EXTT 4-REPEAT

* In the example below, the internal (TO) document was obligated for less than the TFCR
cost redistribution.

REG: FHRT STARS/FL RU /B3
DOCUMENT COST REDISTRIBUYION

EFF D1I Ho/02/80
TRANSFEHRING FRO

POC R#H
NGIZIBDUCCNY

EE | 00C: ¢ 3228983160 CUR AWMI

FTRANSFERRING TO FIIN
DOC NN ACRN  CALL NR CLIN SLIN ANULN

1IR3 IMNYcocHEN R CH. 0

* The document inquiry screen (RDOC) shows that even though the transfer was more than
the obligation, it allowed the expenditure to post and is the new cost of the document.
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REG: FRRT STARS/FL 09/83/2889 18:39:33 LXW2853
DOC/ACHN INQUIRY DISPLAY PAGE : 1
NGIZ27BB9CCARARY ATRM RA DTS TRIP REC NR YTH+1;
ACRN SPITN/CALL NR: CLIN SLIN:
A 7 Th: R  APPN: R9I8R4 SBHD: 22014 OBJRCM: 3I56HA SX: 8
JORE DRDER MR s EE DS SPIIN CLIN SLTh RBIE ESI DTFE CUNF U RS S
3122098116848 i 268 A9/03/7049 H9/03/7R9 (

ol AN A0 AN 53 hY 1 18 AMI G180 ANI
Bi ie o HE8 . WP
eyl AN 914 AN} Ly X Qiy FREZEW AN
Wi e | i LY

PESCRIFTILION | ANOUNT EXI C/0 FY D1 QUANTLTY FROU

FASTDATA 25 .80 544 U i B g9s43/89
ROZ22000CCRNMUR LWE L Ee L1d ( LA { 3 Bas N2/

Step 4 This type of Cost Redistributing to a document/ACRN will then flow down in the
expenditure files to update FASTDATA's OPTARS.

In FASTDATA, the expenditures will flow in the expenditure file. The 610D will post to the
CITIDIRECT DCN as a credit EV and the 610C will post to the internal documents as a debit
EV.

Step 5 If the transactions do not appear in the transaction history of the documents involved in
the Cost Redistribution there are two places that they could be.
* If there are any errors there is a problem with the JON not being in FASTDATA the
expenditure will be in the Suspended expenditures at the FA.
« If the JON on the expenditure is different than the one recorded in FASTDATA it will
be suspended at the Site.
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CONTRACTED DOCUMENTS USING CREDIT CARD FOR PAYMENT
This section will describe the processes and options available for the contracted documents that
used the Credit Card as a method of payment.
When a NC2276, DD1348-6, or DD1149, NC2276A is created in FASTDATA and sent to FISC
for contracting, the creation of the document generates a CM — Commitment in FASTDATA
and transmits a 915C to STARS-FL in the batch process.
Contracting creates the DD1155 and returns a copy back to the activity. Depending on the
document type and amount, the activity will go to into the Site to do the acceptance, if over 25K
and then perform Contract Process to create the AO obligation transaction that will flow to
STARS-FL with the contract information or FISC will use the SPS interface and transmit the
obligation to STARS-FL and it will be imported to FASTDATA to perform Contract Process.
This will obligate the document and reduce the commitment at the same time.
Contracting may determine that the method of payment for this document will be
utilization of the credit card. This will require the activity to determine which Option of
managing the Credit Card will be used.
In FASTDATA Web a contracted document follows these guidelines:

e Contracted document can have X Ref performed

e Anamendment can be created
e Contract process can be performed
e X Ref can be performed

e Internal document can’t have Multiple Contracts assigned to it for X Ref

Choose either of the Credit Card Management Options to manage the Credit Card used
as a method of payment.
e Option A can be chosen utilizing the Credit Card X Ref process. This will draw
down the double obligation on the contractual document and leave the cost on
the CITIDIRECT DCN.

e Option B is the other option that can be selected utilizing the Cost Redistribution
process in STARS-FL or FASTDATA. This moves the expenditure posted on
the CITIDIRECT DCN back to the contractual document.

The capability exists to amend and/or edit an existing Contract after a requisition/ACRN
has been cross-referenced. Due to that functionality, both processes will work and the
steps involved in each of the Options are described in the preceding sections on Cross
Reference and Cost Redistribution. One method should be selected not a combination of
both methods.

NOTE: If the contracted document being XREF’d to the CC MPC document has been
obligated via the SPS interface from STARS, then the XREF will be allowed on the screen,
but it will not export. FA will need to submit a helpdesk ticket requesting the DBA to mark
the SPS document to allow the export to STARS and draw down the double obligation both
in FD and in STARS. (This is a temp workaround until a future release when the SPS
restrictions will be relaxed.) To determine if the document is SPS you can look at the
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transaction history description field and if it shows the AO line came from a DTS/SPS
interface file then that is why it is not exporting off the XREF screen.

CREDIT CARD XREF and MULTI-PIIN SCENARIOS

NOTE: Requisition ACRNs may not be involved in both CCXREF and Multi-PIIN.
FASTDATA will prevent entering a New Contract if there is already a CCXREF against a

Requisition ACRN. Requisition ACRNSs that have more than one contract are excluded from
CCXREF.

CCXREF Scenario 1 (Partial CCXREF)

1) NC2276 AA was created for $100. Total Commitment is $100.
2) NEW contract (Final) for $100. BEFORE SAVE:

Mew Caontract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: NO893810RCO0015 Total Contract Amount: $0.00

Contract: |GSACCHREF1Z DO/BPA:

Requisition Contract-DO/BPA
ACRN ION Total  Contract CCXREF Outstanding ~;yract ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt

Af o DB933060A1T 100.00 0.00 0.00 100.00 AR Final 100.00

3) AFTER SAVE Contract-to-Date is $100; Outstanding Amt is $0.

New Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN:  [NOBSEE10RCO001S Total Contract Amount:  |$100.00
Contract: [GSACCXREF15 DO/BPA:
Requisition Contract-DO/BPA
ACRN 10N Total  Contract CCXREF Outstanding -, .t AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  08988060A1T  100.00  100.00 0.00 0.00 AR Final 100.00

4) Partial CCXREF for $39 — reduces Contract-to-Date amount to $61.
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CONTRACT VIEW AFTER PARTIAL CCXREF

View Contract

All ACRNs that have a Contract ACRN and Ceontract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NDSBSS1DRCDL‘ID1E—

Total Contract Amount:  |$51.00

Contract: |GSACCXREF1 5

DO/BPA:
Requisition Contract-DO/BPA
ACRN 10N Total  Contract CC XREF Outstanding - -4 acpn contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA 08938060A1T  100.00 61.00 39.00 0.00 A Final 51.00

5) Amendment 01 for $50 makes the contract partial, and therefore contract can now be edited.
Total Commitment is $150.

6) User EDITs Contract and enters $111 ($61 previously contracted and $50 Outstanding
Amount) in the Contract ACRN Amt, and makes the Contract Final. FD generates $50 AO L.

BEFORE EDIT

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCHM: |NDBBEE1DRCDDD1E—

Total Contract Amount:  |$61.00

Contract: |GSACCXRE F15

DO/EPA:
Requisition Contract-DO/BPA
ACRN JON Total  Contract CCXREF Outstanding o vt ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  D8988060ALT  150.00 61.00 39.00 50.00 [AA Partial v 1.0

7) AFTER SAVE Contract-to-Date is $111; Outstanding Amt is $0.

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCM: |NDSBSS1DRCDDD1E

Total Contract Amount: $111.00

Contract: |GSACCXRE F15

DO/BPA:
Requisition Contract-DO/BPA
ACRN J0N Total ~ Contract CCXREF Outstanding o~ vooot pcN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  08988060A1T  150.00  111.00  39.00 0.00 A Final 111.00
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8) RC Document now has $111 available for CCXREF.

Transaction History
DCN: NO898310RCO0015

cotrot DO Exp  0f Ratum Doo Type last  Ciry  Doowment

ACRN Coniragt 1D ACAN Cal oD Onder Els  Clagg Travelsr Date Zmend ©d  Biahec Cast
AR GSACCHREF1S A 03968060A1T aQ 52 NC2276 M Complete §111.00
Exp HNPT H::a mgl:; ml‘l:ur; Amand Ei:,“: l NTE  Tranzaction Description

Y CM 12M6/2002 D9.0%:56 1] §10000 00 | Created By Database User ID=bfped54113;

Y AD  1215/2008 091226 ] $10000 0O L Coniract Number. GSACCXREF13; Contract ACRN: AA;Created By Databasa Usar ID=Dipad5d 11a;

Y AD  1215/2008 091746 ] 530 W T Credit Card Reversal - Partial (39 ND498510CCMLOD2 - DDOD7,Creatad By Database User

ID=0fpesidiia;
N CM  1215/2008 09:4220 ] §saop O Creatad By Databaga User [D=pfpedsdi1a;
N AD  12M16/2000 094352 1] §5000 D0 L Contract Mumber: GSACCXREF13; Contract ACRN: AACreated By Database User ID=bfpad5di1a;
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CCXREF Scenario 2 (Final CCXREF)

1) NC2276 AA was created for $100. Total Commitment is $100.
2) NEW contract (Final) for $100. BEFORE SAVE:

MNew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: NOBSE8810RCO0016 Total Contract Amount: 50.00

Contract: |GSACCHREF1S DO/BPA:
Requisition Contract-DO/BPA
ACRN JON Total  Contract CCXREF Outstanding ~q.voct AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  08988060A1T  100.00 0.00 0.00 100.00 AA, Final | 100.00]

3) AFTER SAVE Contract-to-Date is $100. Outstanding Amt is $0.

Mew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NDSB'SS1IJRCIJIJIJ16 Total Contract Amount:  |$100.00

Contract: |GSACCXREF16 DO/EPA:

Requisitian Contract-DO/BPA

Total Contract CC XREF Outstanding -
Eommatnenth Do Ak At Contract ACRN Contract Partial Contract ACRN Amt

AR 08938060A1T 100.00 100.00 0.00 0.00 AR Final 100.00

ACRN JON

4) Final CCXREF fully liquidates RC contract amount. Contract-to-Date is $0.

CONTRACT VIEW AFTER FINAL CCXREF
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Wiew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NIJBE?BB'1EIRCEIEIIJ16

Total Contract Amount:  [S0.00

Contract: |GSACCXREF16

DO/BPA:
Requisition Contract-DO/BPA
ACRN 10N CoanD'ltitarlnent gg”é;atcet CiﬁEF D“tiﬁ:tdi”g Contract ACRN  Contract Partial Contract ACRN Amt
Af 08988060A1T 100.00 0.00 100.00 0.00 A Final 0.00
5) Amendment 01 for $50 makes the contract partial, and therefore can now be edited. Total
Commitment is $150.

6) User EDITs Contract and enters $50 in the Contract ACRN Amt, and makes the Contract
Final. FD generates $50 AO L. BEFORE EDIT:

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NDBBBE1DRCDDD16

Total Contract Amount:  |$0.00

Contract: |GSACCXREF1&

DO/BPA:
Requisition Contract-DO/BPA
ACRN JON Total  Contract CC XREF Outstanding ..ot AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  0B98BOBDALT  150.00 0.00 100.00 50.00 AA Fartial |+ 0.00

7) AFTER SAVE - Contract to Date is $50; Outstanding Amt is $0.

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRM.

DCM: |NDBBBB1DRCDDD1E

Total Contract Amount:  [$50.00

Contract: |GSACCXF‘.E F16

DO/EPA:
Requisition Contract-DO/BPA
ACRN J0N Total ~ Contract CCXREF Outstanding ot AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  0B988060AIT  150.00 50.00  100.00 0.00 AA Final 50.00

8) Requisition now has $50 available for CCXREF.
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Transaction History
DCN: N0898810RC00016

Crbrot DO Exp OB Fiaturn Deo Type Lagt Doaument

AnEN Contrast 1D ACRN Call S Els  Clags Trawshr Dats Amend Cd  Simhs Cast
AAM GSACCXREF16 Al O39B3060A1T Q 52 NC2276 | Compieta §50.00
Exp gapr‘l}n E?f T'fgl;; Amr;?,r:; Amend Ef.:: ! NTE  Tranzaction Deacription

Y CM 1211672009 094549 a siaon 00 I Created By Database User |D=bfped3d11a;

Y AD 121672003 0952106 a #0000 0 L Contract Number, GSACCXREF16; Contragt ACRN: AACreated By Database User [D=-tiped34iia;

Y AD 121672009 0954215 a 510000 00 T Credlt Card Reversal - Final (52): WOS38810CCMLDOZ - D0D22;Created By Database User

ID=ofpedsdiia,
N CM 121672009 10:0B23 a §soop M Created By Databass User ID=biped3di1a;
N AD  1216/200% 1011108 a §5000 DO L
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Multi-PIIN Scenario 1

NOTE: Each Contract+DO/BPA is processed separately in FD. Therefore, adding a modification
or new order (DO/BPA) to an existing contract is treated as another new contract against the
Requisition ACRN(S).

1) NC2276 AA was created for $100. Total Commitment is $100.
2) NEW Partial contract for $50 GSAMULT17 DO/BPA 1001. BEFORE SAVE:

New Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Cantract, clear the Contract ACRN.

DCN: |NDSBBB1DF{CDDD1? Total Contract Amount: 20.00

Contract: | GSAMULTIT DO/BRA:  [1001
Requisitiocn Contract-DO/BPA
ACRN JON Total  Contract CCXREF Outstanding ;o ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  08988060A1T  100.00 0.00 0.00 100.00 AA Partial + 50.00

3) AFTER SAVE Contract-to-Date is $50; Outstanding Amt is $50.

New Contract

All ACRNs that hawve a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

[ eVH |NDSBSB1DRCDDD1T Total Contract Amount: £50.00

Contract: [GSAMULT17 po/eea:  [1001
Requisition Contract-DO/BPA
ACRN I0N Total  Contract CCXREF Outstanding ;o4 oAcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt

Af 03988060ALT 100.00 50.00 0.00 50.00 AA Partial 50.00

4) NEW Partial contract against NO898810RC00017/AA + GSAMULT17 DO/BPA 2002 for
$40.
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BEFORE SAVE: Contract to Date is $50 (from DO/BPA 1001); Outstanding Amt is $50.

New Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN:  |NO858810RCO001T

Total Contract Amount:  |$0.00

Contract: |GSAMULTTY DO/BPA: (2002

Requisition Contract-DO/BPA
ACRN 10N Total ~ Contract CC XREF Outstanding .14 ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  OBOSBS060ALIT  100.00 50.00 0.00 50.00 AA

Partial 40.00|

5) AFTER SAVE Contract-to-Date is $90 ($50 DO/BPA 1001 + $40 DO/BPA 2002).

MNew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRMN from the current Contract, clear the Contract ACRN.

DCN: |NDBBEB1DF‘.CUDD1T

Total Contract Amount:  [$40.00
DO/BPA:  [2002

Contract: |GSAT.1LILT1 7

Requisition Contract-DO/BPA
ACRN JON Total  Contract CCXREF Outstanding oyt ACRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  0B988060AIT  100.00 590.00 0.00

10.00 AB Partial 40.00

6) Amendment 01 /ACRN AA for $50. Total Commitment is $150.
7) EDIT Contract GSAMULT17 DO/BPA 2002 — if the user wants to contract the entire
Outstanding Commitment Amount on DO/BPA 2002 (Final), enter $100 in Contract ACRN

Amt ($40 previously contracted on THIS contract (DO/BPA 2002) plus the $60 Outstanding
Amt).
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BEFORE EDIT:

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCM: |NDBBBB1URCUUU1T Total Contract Amount: 40.00

Contract: [GSAMULTIT DO/BPA:  [2002
Requisition Contract-DO/BPA
ACRN I0N Total  Contract CC XREF Outstanding ..o+ AcRN Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AA  03988060A1T  150.00 50.00 0.00 60.00 AA Partial v 40.00

8) AFTER SAVE Contract to Date is $150 ($50 DO/BPA 1001 + $100 DO/BPA 2002);
Outstanding Amt is $0; Contract ACRN Amt is $100 on THIS Contract DO/BPA.

Edit Contract

All ACRMNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DTN |NIJBBBB1IJRCIJIJIJ1T Total Contract Amount:  |$100.00

Contract: [GSAMULT17 Do/BPA: [2002
Requisition Contract-DO/BPA
ACRN 10N Total  Contract CC XREF Outstanding oot AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt

AA 08938060A1T 150.00 150.00 0.00 0.00 Al Final 100.00

Transaction History

DCN: NO898810RCO00017

Crtrot DO Exp  OHl Raturn Deo Typs Last Ciry  Doowment
ACRM Contract 1D ACRN Call o rder Eis  Clage Travelsr Date amend  Cd siatuc Cost
Af GBAMULTIT AR 2002 DB9BEDSDAIT +] 252 NC22TE o Complets $150.00
Trang  Trans Trans Trana Parilal
EXP Typs Dale aty Amount Amend Cods NTE Trangaction Description
¥ CM 12162002 1315330 a $100.00 0O | Creatad By Database User ID=bfedSd11a;
¥ AD 121672009 10:22:04 a S50.00 0D L ‘Contract Number: GSAMULT1T, BRPA Number. 1001; Contract ACRN: AACreatad By Database User
ID=ofpedsia;
¥ AD 121162009 10:31:35 a 54000 0O L Contract Numbar: GSAMULT1T; BRA Number: 2002; Contract ACRN: AA Creatad By Database Lser
ID=bfpessdd ia;
M CM 1211672002 10:3807 a SE000 Created By Database User ID=0fped54113;
M AD 121672009 10:40:36 a SE0.00 0D L

‘Contract Number: GSAMULT1T, BRPA Number. 2002; Contract ACRN: AACreatad By Database User
ID=DMpeds411a;
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Multi-PIIN Scenario 2

1) NC2276 AA was created for $100. Total Commitment is $100.
2) NEW Final contract for $100 GSAMULT18AA. BEFORE SAVE:

MNew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DN NO893810RCO0018 Total Contract Amount: 50.00

Contract:  |GSAMULT184A DO/EPA:

Requisition Contract-DO/BRA

Total  Contract CC XREF D”tsta”td'”g Contract ACRN  Contract Partial Contract ACRN Amt

S 2L Commitment To Date Amt Am

AA 08988060A1T 100.00 0.00 0.00 100.00 Al Final % 100.00

3) AFTER SAVE Contract to Date is $100, Outstanding Amt is $0.

MNew Contract

All ACRN= that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRM.

DCN: |NDSBBS1URCDUU1B Total Contract Amount:  |$100.00

Contract: |GSAI.1ULT1&AA Do/EPA:

Requisition Contract-DO/BRA

Total Contract CC XREF Qutstanding
Commitment To Date Amt Amt

AA  08988060A1T 100.00 100.00 0.00 0.00 Ak Final 100.00

ACRN JCN Contract ACRN Contract Partial Contract ACRN Amt
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4) Amendment 01/Add ACRN AB for $50 and add $10 to AA.
5) NEW Contract against Req N0898810RC00018. AA now has $10 Outstanding Amt and can
be added to another new contract, or added in to its original contract (GSAMULT18AA).

BEFORE EDIT:

New Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: N0898310RC0O0013 Total Contract Amount:  |$0.00

Contract: DO/ BPA:
Requisition Contract-DO/BPA
ACRN 16N Total  Contract CCXREF Outstanding o+ ACRN Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AR 0898806041T 110.00 100.00 0.00 10.00 Al Partial » 0.00
AB  0898806041T 50.00 0.00 0.00 50.00 AB L 0.00

4) Add Final Contract GSA GSAMULT18AB for $50 to AB only (clear AA).

BEFORE SAVE:

New Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DZN: NO893810RC00018 Total Contract Amount: 20.00
Contract: GSAMULT184AB DO/BPA:
Requisition Contract-DO/BPA
ACRN 10N Total ~ Contract CC XREF Outstanding  -oneac aAcRN Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
Af 08988060A1T 110.00 100.00 0.00 10.00 w 0.00
AB 08988060A1T 50.00 0.00 0.00 50.00 AB Final '» E-U.EIU|
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5) AFTER SAVE of GSAMULT18AB

Mew Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DCN: |NDBBBS1DRCDDD1B

Total Contract Amount:  [350.00

Contract: |G SAMULT18AB

DO/BPA:
Requisition Contract-DO/BPA
ACRN  JON Total ~ Contract CCXREF Outstanding oot AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt
AB 08988060A1T  50.00 50.00 0.00 0.00 AB Final 50.00

6) EDIT GSAMULT18AA BEFORE EDIT:

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACRN.

DM |NIJSB'SS1IJRCIJEIIJ1S.

Total Contract Amount:  [$100.00

Contract: [GSAMULTIGAA DO/BPA:
Reguisition Contract-DO/BFA
ACRN  1ON Total  Contract CCXREF Outstanding oot AcRN  Contract Partial Contract ACRN Amt
Commitment To Date Amt Amt

AA 08988060A1T 110.00 100.00

0.00 10.00 A4 Partial % 100.00
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7) User enters $110 in Contract ACRN Amt ($100 previously contract + $10 Outstanding Amt)

AFTER SAVE:

Edit Contract

All ACRNs that have a Contract ACRN and Contract Amount will be included on the current Contract.
To exclude an ACRN from the current Contract, clear the Contract ACREN.

Commitment To Date

Amt

Amt

DCN:  [Nogses10RCO001E Total Contract Amount:  |5110.00
Contract:  |GSAMULTIZAA DO/EPA:
Requisition Contract-DO/BPA
ACRN 10N Total ~ Contract CC XREF Outstanding oot AcRN  Contract Partial Contract ACRN Amt

AR 0B983060A1T 110.00 110.00 0.00 0.00 AA Final 110.00
DCN: NO298E10RCO0018
Cntrot  DO7 Exp  Of) Raturn Doo Type Last  ciry  Dooument
ACRM Contract ID ACRN  Call e Drdes Ele  Clags Traveer Dats Amend  Cd Sl cast
Al GEAMULTISAA A D39E3050A1T Q 252 NC2276 o Compiate F110.00
Trana Trans Trang Trana Partlal
Exp Typs Date aty Amount Amend Cods NTE Transaction Description
¥ CM 12162009 10: a §100.00 00 l Creatad By Dalabase User ID=biedid113;
¥ AD 121162009 ] $100.00 00 L Contract Number: GEAMULT1EAA; Contract ACRMN: AA;Created By Database User ID=0fped54113;
] M 12162009 a §igoo ™ Creatsd By Database User ID=bipedsdiia;
N AD 12162009 11 a 51000 00 L Contract Number: GSAMULT1EAA; Contract ACRN: AA;Created By Database User ID=0fped5a11a;
ooi Exp  Od) Raturn Dow Type Lagt Ciry  Dooument
ACAN Centract 1D call Job Crder Els  Clacc Travsler Dats amend  Cd siahsc Cost
ABE  GEAMULT1SAB D39EEDE0ATT +] 252 NC2276 o Compiate £50.00
Trang  Trang Trang Trang Partlal
Exp Typs  Dafe aty Amount  Amend Cods NTE Trangaction Description
N CM 12162009 a §5000 ™ | Creatad By Dalabase User ID=biedid113;
N AD 121162009 a SE000 O L Contract Number: GEAMULT1EAE; Contract ACRM: AB;Created By Database User ID=-Dfped5411a;
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APPENDIX C - STANDARD PROCUREMENT SYSTEM (SPS) INTERFACE
FOR DODEA ACTIVITIES ONLY

When a System Administrator establishes a Site, an option exists to designate the Site as an “SPS
Site” indicating that the Command desires an interface with the Standard Procurement System
(see screen below). SPS creates contracts against FASTDATA requisition documents and
forwards that information to an official accounting system (STARS-FL or WAAS).

Fa ID: EDUCO0

Site ID: [SPSLIJ

Description: |SPS TEST SME
SPS Site: —
Station Use: [

Military Time Zone Code: | Sierra - Central Standard Time w

QTR: 3

System Administrators must also ensure that users who will be expected to create documents
associated with the interface are associated with an SPS Site and a Site Group. This is
accomplished using “Role Assignment” and “Site Group Assignment.”

Fund Administrators who wish to use the SPS interface will set up an OPTAR with an External
System Indicator of SP and an association with an SPS Site.

Mew OFTAR
Optar Detail
RC: |AB »
ID: |SP202 External System Indicator:
Title: |SP3 SME 2 Direct/Reimbursable: |D
Keeper: Check For Funds: [ ]
Holder: Site: | SPSLL
Address:




Fund Administrators must also set up a Serial Range with an RC/OPTAR/Ext System field
associated with the SPS OPTAR, resulting in a section of the Serial Details screen entitled
DoDAAC. Fields in this section are described below the figure.

The Requisitioner UIC and Procurement Office UIC are required and the Mail Invoices To UIC
and Ship To UIC are optional. All fields are 6-position alphanumeric characters.

In the Document Types area of the screen, the contractual documents types are enabled. The
applicable document is checked (NC2276 below) and the Serial Range is saved and released to

the Site.

Serial Details

Serial

Site: SPSLI1J

SDN UIC: |EDUOD

Description: |SPS RANGE

Beqginning Serial: |SP0O01 Ending Serial: |SP0OS0

Deactivate: [ |

IRCJ‘DPTAFUE:‘I System I ABJSPS02 /5P |

Last Serial: (00000

Service Code: | N - Navy Activitiez (excluding Marine Corpz) w

Requisitioner UIC :  [SPO034 Precurement Office UIC : [SPO035
Mail Inwvoices To UIC: Ship To UIC:
I Document Types I
(] mILSTRIP DD1155 CREDIT CARD Al SON Documents
] Dpa4s NC2275 NC2276 ] nczarea
DD232 HAVPERS 1320016 DD4610 SF44
SF182 DD1556
SF1164 MISCELLANEOUS [] DD1149 Rezet

Requisitioner UIC — A mandatory 6-position alphanumeric field that must exist at the
SPS Site as a valid Site Address key, with the applicable address box checked for the
document the Site user wishes to create. See the example below for the NC2276:
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New Address

Address
MILSTRIP Key (2 position)* Name/Activity Telephone
|sPs ADDRESS || |
5DN Key (546 pgfition ** Address Line 2 Title
SPO034 | |1 5PS LANE || |
Address Line 3 BPN
|SPS, NEW VORK ||
|Address Line 4 | |DUHS NUMBER
Cage Code
Options
Credit Card DD1131 DD1149 DD1155
Fl Accepting Official ] Accepting Official From [] Administered By **
|:| Dizburzing Officer Ship To Contractor
] Receiving Activity ** Fl Signature [ issued By **
|:| Receiving Official To Payment Made By ==
[ officer ID
(dto=
DD1348-6 DD1556 DD282 DD443
Manufacturer = [ Authorizing Official Biling ** [ Accepting Official
Requisitioner == |:| Supervizor |:| Conzult |:| Authorizing Qfficial
[ Routing ID * [ Training Officer [ Deliver = Biling **
[] Accepting Official [ Notify From **
[+] Billing ** [ ardering [#]To =
Trﬂining Source ** []send
Organization ==
NC2276 NC2276A SF1034 5F1164
|:| Accepting Official |:| Accepting Official |:| Approving Official |:| Claimant
[ authorizing Official [ Authorizing Official [ Authorizing Official ~ [] Department

Billing **

Fl Cuntau:t/
From ==

|:|T|:| e

I Billing **
[ contact
Fru:lm =
DTIJ =

[ Biling **

|:| Department **



Procurement Office UIC - A mandatory 6-position alphanumeric field that is used for
routing.

Mail Invoices to UIC — An optional 6-position alphanumeric field that, if entered, will
populate the MAIL INVOICES TO (Block 12) of the NC2276 when it is created and it
must be a valid Site Address key.

Ship to UIC - An optional 6-position alphanumeric field that, when entered, is sent to
SPS in the outbound file. Note (not for manuals or Help Files): Outbound format is
EDI511R; inbound format is B1.

When a Site user assigned to an SPS Site creates an NC2276, using a serial range citing an SPS
OPTAR, an automated transaction (CM, 915) will be sent to SPS. That transaction will result in
an obligation being sent from SPS to WAAS. WAAS will then provide the resulting SPS
contract obligation to FASTDATA in the DTS/SPS interface.

There is a new automated job, as shown below, that will forward the purchase requests to SPS:

N % | Send Purchase Request to SPS. h -Never- MIH | 0:00 50
N % | Send RC Funds Authorizations (110) to STARS-FL. -Mewer- MIN | 0:00 30.0
N »| Send expenditures to the Site(s). i?’{?i??w MIN | 0:00 5.0

When the Site user creates an SPS NC2276, there are some special requirements that must be
met. The following items are required on a Line Item:

Message from webpage §|

"'_-, The fallowing errors have occurred;
L

* 5P35 Sites must have a walue For UMIT OF ISSUE.
* If item is nok a service ikem, FEDERAL SUPPLY CLASS is required,
* If item is nok a service ikem, a part number is required.

When saving the NC2276 document, the following are required:

Message from webpage §|

"'_., The fFollowing errors have occurred:
L

* The DATE REQUIRED is required and can nok be empky,
* Mall INYOICES TO is required and can not be emphy.
* The MAIL INWOICES T Line 1 is required and can not be blank.
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A new report entitled “Procurement Data (SPS) Report” is available at both the FA and Site and
will include a list of documents sent to SPS and documents ready to be sent. Initiations will not
be reported.

Status of Funds. ..

Accounting Tranzaction

Tran=action History
ounting Batch - by Date

Exp Cozt Rediztribution

Expenditure Cost Tranzfer

Expend. Crozs Reference...

Document Status Log...

Grantor

Matched Job Orders...

Job Order Cos=t

Unmatched Job Orders

Site

Suzpended Expenditures...

Reconciliation...

Procurement Data (S

NOTE: Requisition ACRNs may not be involved in both CCXREF and Multi-PIIN.
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